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CHAPTER 1

INTRODUCTION TO THE MODEL
DIRECT USER GUIDE (LENDER
VERSION)

Overview

Since 1998, the ASA System has provided Lenders, Servicers and Guaran-
tors with a powerful tool for managing the entire student loan process -
from origination to claims. MODEL Direct takes the power of the ASA Sys-
tem a step further - providing both small and large institutions with a sim-
ple and intuitive method for:

e adding and modifying loans

e transferring and viewing CommonLine files

e viewing detailed report information - on demand
¢ entering Credit Approvals

e review an Applicant’s pending SCRs (School Certification
Requests).

MODEL Direct gives you the processing capabilities of a large Client/Server
application - without the hardware and configuration issues! You simply log
in and start processing your loan volume.

Assumptions

This user guide assumes the following:

¢ You are familiar with Microsoft Windows and standard Windows
conventions.

¢ You know how to navigate the web using Microsoft Internet
Explorer or Netscape Navigator.

¢ You understand the processing of student loan creation and dis-
bursement

Understanding of the following concepts is helpful but not required:

e Familiarity with other elements of the ASA System (the ASA Sys-
tem Client, and the ASA System Database).
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Note...

o If your system has been
configured, you can skip this
section

o If you need assistance,
consult:

- Your Internal Technical
Support Staff

- Your Client Service
Representative

- Your Browser
documentation

Required Configuration

Your system should be configured as follows:

Browser:

e Microsoft Internet Explorer 4.0 or higher (Note: version 6.0
with the Latest Microsoft Service Pack is strongly recom-
mended).

o The latest Internet Explorer service pack information is available
at:

http://www.microsoft.com/windows/ie/default.asp

¢ Netscape Navigator 4.06 and higher
Important:
o MODEL Direct is NOT compatible with Netscape Navigator 6.
o Your browser must also be configured to:
- Use Secure Sockets Layer (SSL), and:
- accept cookies

Third Party Software

To work with MODEL Direct Reports (see page 81), you need the following
applications:

¢ Adobe Acrobat Reader 4.0 or higher (to view reports and print/
download MPNs).

o You can download a free version of Acrobat Reader at:
http://www.adobe.com/products/acrobat

e Microsoft Excel 4.0 or higher (to view reports saved in Excel or
CSV format)

o You can download a free version of Microsoft Excel Reader at:

http://www.microsoft.com/downloads/

Logging In

The logon process is simple.
¢ Your Client Representative will provide you with:
o the URL (web address) of the MODEL Direct Login page, and:
o a User ID and password

¢ You then:



http://www.microsoft.com/windows/ie/default.asp
http://www.adobe.com/products/acrobat
http://www.microsoft.com/downloads/

Important:

By logging into MODEL

Direct, you agree to the

following

e MODEL Direct is
provided as a service to
lenders, holders and
servicers of student
loans [or FFELP loans]
guaranteed by MDHE.
Access to student loan
information by anyone
other than persons
authorized by MDHE is
strictly prohibited.
MDHE reserves the right
to deny access to
MODEL Direct.

e MDHE cannot and does

o Navigate to the MODEL Directlogin page with your browser.

o Click on the For Schools, Lenders and Servicers Link:

Note: schools
can also elect
to have
borrowers
access MODEL
Direct to:

o initiate loans
and

o view status () FOR BORROWERS

uri Direet for Educational

(_/

ASADirect®®is an Internet based resourse tool for lenders, senvicers, school clients and borrowers

If you are a school or lender and do not have access and would like access to ASA Direct please call
your Client Manager at 1-800-999.9080 or email us at ASADirect@amsa.com.

D FOR SCHOOLS, LENDERS AND SERVICERS

information
concerning their loans.

Note: Borrower use of MODEL Direct is not covered in this document.
Please speak with you MODEL Direct Client Representative for more
information on configuring MODEL Direct for borrowers.

You'll see the following:

Login

and click on the Login buttan

W
PPassword:| == m

To login to MODEL, please type your User-ID and Passwaord in their respective boxes

- - and servicers of student
Ioans [or FFELP loans] guaranteed by MDHE. Access to student loan infarmation
by anyone ather than persans authorized by MOHE is strictly prohibited. MDHE
reserves the right to deny access to MODEL.

MDHE cannot and does not guarantee the confidentiality of transmissions sent
gwerthe Internet, including any transmission of persanal infarmation. Accardingly,
MDHE assumes no responsibility for, and makes no representations or
warranties, expressed or implied, with respectto, the accuracy or sufficiency of the
infarmation contained herein, or for MDHE's acts or omissions in procuring,
compiling, interpreting or communicating such information.

You are responsible for the security of vour passwaord. Ifyou have any reason to
believe that your password has been compromised {for example, the departure of
an employee who knows the passward) contact MDHE for a new password
immediately.

Misdour Direct for Edu

Y /(7/)7/74

not guarantee the confidentiality of transmissions sent over the Internet, including
any transmission of personal information. Accordingly, MDHE assumes no
responsibility for, and makes no representations or warranties, expressed or implied,
with respect to, the accuracy or sufficiency of the information contained herein, or for
MDHE's acts or omissions in procuring, compiling, interpreting or communicating such

information.

¢ You are responsible for the security of your password. If you have any reason to
believe that your password has been compromised (for example, the departure of an
employee who knows the password) contact MDHE for a new password immediately.

Note: your password
is case sensitive.

o Are you logging on to MODEL Direct for the first time?

Yes: you will be required to change your password (see

page 5).

Introduction to the MODEL Direct User Guide (Lender Version)




No: you'll be taken to the MODEL Direct Home Page:

Tip: regardless of where
you are in MODEL Direct,
you can return to the
Home Page by clicking on
the MODEL Direct |Ogo_ Add Loan Loan Inguiry/Update PLUSICredit Approval Reports  Tools

About Menu and Screen Access...

When your account is created, you are given access to specific
menus and screen commands based on your function and/or
role. This is done for security reasons.

There are three levels of security access to a given screen or

menu item:
* Read/Write Access: you have menu access to view a
a "l - — screen, and can modify fields on the screen.
L1 1U = ¢ Read Only Access: you have menu access to view a screen,
Sebhante but you cannot modify any data on it.
" Botvdwiers . ] .
IT: & ¢ No Access: the menu command is not available
Irariirl 2 N
< If you do not have access to an item you feel you should have
Electronie news clips fom access to, contact your supervisor or support specialist about
Depl;“,{mg[*pf ) changing your security permissions.
Higher Education

MODEL Direct Menu Options:

Change your
Password (see

Page 5)  emmm—
Check the
Loa off of e validity of an
0g orr o SSN, and
MODEL Dire(l  m——— View and/or
(see page 5). update an
’ y } -/ Institution
Enter both Stafford — hdd Loan Loan InguiryUpdate PLUS/Credit Approval Reports  Tools == Address (See
and PLUS Loans (see I page 93).

page 7).

e Use the Template
feature when entering
multiple loans with
similar information
(see page 21).

—
¢ View/update an individual’s
Application Record, Loan ) .
Record or MPN (see page 27).  * Enter a credit approval, ~ View and set options for
initiate a PLUS loan, and  subscription and custom
review an applicant’s reports (see page 81).
pending SCRs (School
Certification Requests -
see page 69).




Important!

¢ The first time you log into

MODEL Directyou will be
directed to this screen, and
required to change your
password.

You must change your

password every 180 days.

- If your account is active
(see below), MODEL
Direct prompts you to
change your password
once it is more than 180
days old.

If you do not use your

MODEL Direct account for

360 days, it becomes

inactive, and you will not be

able to log in.

- Contact you MODEL
Direct Client
Representative or
Technical Support
Representative to obtain
a new password.

Logging Out

For security reasons, it is important to log out of MODEL Direct when

you've completed a session.

On clicking the Log Out link, you will be returned to the login

page:

Add Loan

Loan Ingquiny'Update

PLUS/Credit Approval

Reports  Tools

Missouri Direct for Educational Loans

ASA Direct®™Vis an Internet-based resource tonl for lenders, sericers, school clients and borrowers:

If you are a school or lender and do not have access and would like access to ASA Direct please call
vour Client Manager at 1-800-999-9080 or email us at ASADirectfamsa.com.

(») FOR BORROWERS

7/7)74

0 FOR SCHOOLS, LENDERS AND SERVICERS

Changing Your Password

It is good security practice to change your password periodically. Use the

Password option to do this:

Click the
Password link:

Add Loan

Loan Inquiry/Update PLUSICredit Approval

Reports  Tools

User-ID: UAWEBSCHOOL99

Old Password: I
MNew Pagsword: I
Werify Passward: I

Change | Clear |

Enter your old password, and then enter your new
password twice (in the New Password and
Confirm New Password fields

The parameters for password are as follows:

o It can be eight to fourteen characters in length.

¢ it can contain any combination of characters or
numbers.

o It cannot contain spaces.

Introduction to the MODEL Direct User Guide (Lender Version)



Inactivity Time-Out Period

A MODEL Direct session “times out” after 20 minutes of inactivity (this is
done both for security and system performance reasons). You are then re-
quired to log in again.

For example:

You are working in MODEL Direct, and are called away to a
meeting.

You come back in 25 minutes, and attempt to complete the task
you were engaged in.

MODEL Direct displays the following window, alerting you that
your session has timed out:

Your Session has timed out.

Flease click on a button to log in again m[y’

o Fon soRnowees N0 ron scrcous, conoens, o emvicens I

Click on the For Schools, Lenders and
Servicers button to log in again (see page 2).




CHAPTER 2

ADDING LOANS IN MODEL
DIRECT

From the Add Loan menu option, you can
e Add Stafford Loans,
e Add PLUS Loans, and:

e Create a template (to automate the processing of groups of
loans with similar information).

Adding a Stafford Loan

(0 To ADD A STAFFORD LOAN IN MODEL DIRECT

1. From the MODEL Direct Home page, select the Add Loan link:

2. Click the Stafford link:

Logout S

s
WL

Loan Inquiry/Update PLUS/Credit Approval Reports  Tools

» Template
-

_ =

You'll see the following screen, where you are prompted for the
borrower’s Social Security Number:

Adding Loans in MODEL Direct



3. Do the following:

a. Enter the
bor-
rower’s Add Loan Loan InguiryUpidate PLUSICredit Approval Reports  Tools
SSN, and:

. Please Enter Borrower's Social Security: |
b - glécakrzrll‘e Search Reset

Button.
The following screen appears:

The borrawer entered was notfound. We have pre-filled the borrawer SSN into the:
application for your convenience.

Borrower SSN: 000000000

Please select lender:
| FLEET NATIONAL BANK (8056317 ) h

Caontinue Cancel

4. Does your institution have Branch Codes?

No: go to step 5.

Yes: select the applicable code from the dropdown list.
5. Click the Continue Button.

6. Select the state of the school the student is attending:

Borrower SSN: 100000000

Lender Name: FLEET NATIONAL BANK
OE Code: 805317

Toinitiate the loan process, you mustfirst select the state ofthe school that the student is attending. Next
selectihe school from the second drop down menu.

The school may require that they certify the loan before AMERICAN STUDENT ASSISTANCE can perform a

credit check. If 5o, we will not be able to proceed without the school certification. For assistance please
contactyour school's financial aid office or call AMERICAN STUDENT ASSISTANCE at 1-800-398-0080

Choose a State: | Selecta State |

The screen refreshes, and the following screen appears:

Borrower SSN; 000000000

Lender Name: FLEET MATIOMAL BANK
OE Code: 805317

Ta initiate the loan process, you must first select the state ofthe schoolthat the student is attending. Next
selectthe school from the second drop down menu,

The school may require that they certify the loan before AMERICAN STUDENT ASSISTANCE can perform a
credit check. If so, we will not be able to proceed without the school certification. For assistance please
contact your school's financial aid office or call AMERICAN STUDENT ASSISTAMCE at 1-800-339-3080

Caontinue Cancel

7. Do the following:

a. Select a school from the dropdown list, and:
b. Click the Continue button.




The Add Stafford Loan screen appears:

Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools

"Riaquired

fiord Loan Information - Borra!

Lender Name: FLEET NATIONAL BAMK
Lender OE Code: 205317 Branch Code:

Borrower's Last Name :

Fields with a red asterisk
(or comments in red)
indicate that the field is
required.

Note: if an editable field
is not required, you can

add it later via the Loan
Inquiry/Update menu
(see page 27).

First Name=: l—

SSN: 000-00-0000
Perm. Address: l—
Address Line 2: l—
City: | State: INA* Mot Provided j

Zip Code: l— Country l—
Is this a valid adiress? [Ves ¥

Phone Number: l—

M
githoate: [ [ [

Email:

School Name: PARK UNIVERSITY

School OE Code: 002498 Branch Code: 00
Grade Level: lm
Enroliment Status: lm
Anticipated GraduationDate:| | |

Loan Period

pompge (0 qopgel 0 [

Certified Loan Amounts (At least one Certified Loan Amount Must be completed).

Note: if a borrower
application was already
on file, existing
demographic fields will
be filled in as available.

Subsidized:
T COTEn e DI M e

w [
e [
w [
an [0

' Do Not Print MPN.
" Download MPN and Print Locally.
£ MDHE to Print and Mail MPN.

Save | Reset | Cancel

Unsubsidized:

Adding Loans in MODEL Direct




In the Borrower section, add or view the following:

ord Loan Information - Borr

Lender Name: FLEET NATIONAL BANK
Lender OE Code: 805317 Branch Code:

Borrower's Last Name : l—
First Name': l— MI: l—
SSN: 000-00-0000 pithoate:[ [ [
Perm. Address: l—
Address Line 2: l—
aw[ state: [NA-NotProvided 7|
Zip Code: l— Country: l—
Is this avalid adress? [ves =]
Phone Number: l— Email: l—

Field Notes

Borrower Last Name Last Name and First Name are required.

Borrower First Name

Borrower MI

Borrower SSN Read Only

Borrower Birth Date

Borrower Perm Address

Borrower Address Line 2

Borrower City/State/Zip Select the two character state code from the
Code/Country dropdown list.
Is this a valid address? Select Yes or No from the dropdown menu.

Borrower Phone Number

Borrower Email Address




9. In the School section, add or view the following:

School Name: PARK UNNVERSITY

School OF Cade: 002488 Branch Code: 00
Grade Levet[Freshman ]
Enroliment Status: [Full Time 7|
anticipated GraduationDates| | |

Loan Period

fombate:] [ [ tovae| [

Certified Loan Amounts (Atleast one Centified Loan Amaount Must be completed)

Subsidized: | Unsubsidized: |

Recommended Dishursement Dates
w [ o
aa [
s [
an [ [ [

Do Mot Print MPN.
" Download MPN and Print Locally.
" MDHE to Print and Mail MPN.

Bave | Reset | Cancel

Field Notes

Grade Level Select one of the following from the dropdown list:
Freshman (GRADELEVEL_01)

Sophomore (GRADELEVEL_02)

Junior (GRADELEVEL_03)

Senior (GRADELEVEL_04)

Year 5 Undergrad (GRADELEVEL_05)

1st Year Grad (GRADELEVEL_A)

2nd Year Grad (GRADELEVEL_B)

3rd Year Grad (GRADELEVEL_C)

4th Year + Grad (GRADELEVEL_D)

Enroliment Status Select one of the following from the dropdown list:
e Full Time (F)
e At Least Half Time (H)

Anticipated Graduation Enter in format MM/DD/YYYY.
Date

Loan Period from/to date Enter in format MM/DD/YYYY

Certified Loan Amounts Important: at least one certified loan amount (i.e,
either the Subsidized or Unsubsidized Loan Amount)
must be entered.

Recommended Process as follows:
Disbursement Date(s) 1 Enter the disbursement date, and:
2 select the Hold or Release button

(optional).

Adding Loans in MODEL Direct 1"



More about the Do
Not Print MPN
Option...

By default, the system checks to see
if the application requires the
printing of an MPN. In some cases,
you may want to deliberately
suppress the processing of an MPN
(for example, the borrower filled out
a paper MPN in your Financial Aid
Office, and you already have it in
hand).

In such cases, check the Do Not
Print MPN checkbox.

10. Select one of the following options for MPN Processing:

@ Do Not Print MPN.
" Download MPN and Print Lacally.
" MDHE to Print and Mail MPN.

Bave | Reset | Cancel

Select this option...

Do Not Print MPN (default) Do not want to print MPN (see sidebar at
right).

Download MPN and Print Locally Want to download a preprinted MPN, and
mail it to the borrower.

MDHE to Print and Mail MPN Want the guarantor to print and mail the
MPN.

11. Click the Save button
You'll see one of the following:
o If you've violated a business rule:

You'll see an error message dialog box (similar to the fol-
lowing):

Microsoft Internet Explorer

The Permanent Street Address Flag can not be set to Yes while addvess line 1, city, state, or 2ip cods infarmation is missing. Press OK ta set the flag to
Mo and continue your update. Press Cancel to edit again

In this example, the Valid Address flag was set to Yes, but no address
information was provided.

o If you selected the Do Not Print MPN or MDHE to Print and
Mail MPN Option:

You'll see the Transaction succeeded message:

Important:
You will see
additional

warnings if:

Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools

e MODEL Direct | Transaction succeeded

saved your
application,
but:

° Other lssues_ Transaction succeeded
could resultin
processing
+ Ourrecords indicate that BOSTOMN COLLEGE is not & Guarantor approved institution.

prObIems o Ourrecords indicate that School BOSTON COLLEGE is nota Department of Education approved
institution

Waarmingis).
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o If you selected the Download MPN and Print Locally option:

You'll see the following screen:

Mbsacuurt Direct for Educationsl Loans

Z
e

e Template
» Stafford
e PLUS

Add Loan

Loan Inquiry/Update PLUSICredit Approval Reports  Tools

Transaction succeeded.

Your Application/MPM is now ready to be viewed and printed. Press vour browser's back button to return to
this page

Ifyou do not have Adobe Acrobat® Reader installed, please download and install it now!
AR
Adobe

MDHE

ATTH: Document Processing
P.0.BOX 55142

BOSTON, MA 02205-5152

If vou are unable to view the form, please refresh your page and Wy again.

Click the Form link (see previous figure) to open Adobe
Acrobat and print the MPN:

The MPN is pre-filled
with:

¢ information you
supplied on the
application, and:

¢ the guarantor’s
return address/

contact information.
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Adding a PLUS
Loan versus
Initiating a PLUS
Loan...

In the PLUS/Credit Approval
menu (see page 72), there is
an option to initiate a PLUS
Loan. At first glance, it may
appear that these are identical
activities, but there is an
important difference between
the two.

Use the Add PLUS Loan

Option (described in this

section) when:

* you have obtained a school
certification for the
borrower, and:

¢ have obtained the
borrower’s written
permission to perform a
Credit Check.

As part of the Add Loan

process, you are asked if:

- You want to perform the
Credit Check, or:

- have the guarantor

perform the credit check.

The loan comes to guar-
antee:

- immediately (if you
perform the credit check)
or:

- on credit approval (if the
guarantor performs the
credit check).

Use the Initiate PLUS Loan

Option (described on page

72) when:

¢ Aborrower has directed you
to initiate a loan, and has
authorized a credit check.

Once the loan is initiated:

- MODEL Direct creates an
application record, and:

- sends an SCR (School
Certification Request) to
the school.

Important: For non-pre
approval lenders, credit check
options are disabled.

Adding a PLUS Loan

(0 To ApD A PLUS LOAN IN MODEL DIRECT

1. From the MODEL Direct Home page, select the Add Loan link:

2. Click the PLUS link:

Y//7/7/74
S

Loan InquiryUpdate PLUSCredit Approval

+ Template
& Stafford

Reports  Tools

You'll see the following screen:

Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools

Please Enter Borrower's Social Security:
Please Enter Student's Social Security:
Search | Reset

3. Do the following:

a. Enter the borrower’s SSN,
b. Enter the student’s SSN, and:
c. Click the Search button.

The following screen appears:

The borrawer entered was notfound. We have pre-filled the borraurer SSN into thi
application for your convenience.

Borrower SSN: 000000000

Please select lender:
| FLEET NATIONAL BANK (8056317 )

Caontinue Cancel

14



Important - Not
all schools...

allow lenders or borrowers to
initiate PLUS loans.
If this is the case for the school
you select, you'll see the
following message:
The School you have
selected <name of school>
does not participate in this
service, or you may be
choosing an incorrect
school code. You may
select another school code
by clicking OK, or return to
the Lender Welcome Page
by clicking Cancel”.
¢ If you continue to get this
message - or believe to be
getting it in error - contact
your Client Services
Representative.

4. Does your institution have Branch Codes?

No: go to step 5.

Yes: select the applicable code from the dropdown list.
5. Click the Continue button.

6. Select the state of the school the student is attending:

Borrower SSN: 100000000

Lender Name: FLEET NATIONAL BANK
OE Code: 805317

Toinitiate the loan process, you mustfirst select the state ofthe school that the student is attending. Next
selectihe school from the second drop down menu.

The school may require that they certify the loan before AMERICAN STUDENT ASSISTANCE can perform a

credit check. If 5o, we will not be able to proceed without the school certification. For assistance please
contactyour school's financial aid office or call AMERICAN STUDENT ASSISTANCE at 1-800-398-0080

Choose a State: | Selecta State |

The screen refreshes, and the following screen appears:

Borrower SSN: 000000000

Lender Name: FLEET NATIONAL BANK
OE Code: 805317

To initiate the Inan process, you must first select the state ofthe schonl that the student is atending. Mesxd
selectthe school from the second drop down menu,

The school may require that they certify the loan before AMERICAN STUDENT ASSISTANCE can perform a
credit check. If so, we will not be able to proceed without the school certification. For assistance please
contactyour school's financial aid office or call AMERICAN STUDENT ASSISTANCE at 1-800-333-3080

Choose a State: | Missouri (M)

Choose a School: |{3

AR U

Continue | Cancel

7. Do the following:

a. Select a school from the dropdown list, and:
b. Click the Continue button.
The Add PLUS App screen appears:

Adding Loans in MODEL Direct
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Fields with a red asterisk (or
comments in red) indicate that
the field is required.

Note: if an editable field is not
required, you can add it later
via the Loan Inquiry/Update
menu (see page 27).

Borrower
Section

Note: if a borrower
application was
already on file,
existing fields will be
filled in as available.

Credit
Check

Section
| I

Student
Section

I
Click a button to jump to the

given section on the page.

Schoo
Information

L

Disbursement
Information

L

MPN Options
I

AddLoan  Loan InquiryUpdate PLUS/Credit Approval ~ Reports  Tools

“Raquired

Lender Name: FLEET NATIONAL BAMK
Lender OF Code: 805317 Branch Code:

Borrower'sLastMame [
FirstNames:[ [
SSN: 000-00-0000 githoate: [ [ [
perm. Address:[
AddressLine2:[
City": | state’: [NA-NotProvided =]
zpcode:| country: |
PhoneNumber:[ | emai:[

Driver's License

Number: | state: [INA - Not Pravided =l

Requested Loan Amount *:

Citizenship Status: | US Citizen B
Alien Registration #: ilf Borrower is non-citizen)

Emplayer

Name:

city: | State: [ NA - Not Provided |

Phone Number:

Borrower completed References?  yes & No

Valid Borrower Signature?  yes & No

Borrower Signed Date: i I

PLUS Loan Information - Credit Check S

€ Lwould like to enter Credit Check data for the borrower.
Credit Bureaw: [Equifa:
Credit Approval Date: i i

& 1would like ASA to run a Credit Check on the borrawer.

Borrower Authorization Signature Date: i i

PLUS Loan Information - Student Section

Last Name : e[
FirstMame: [ Bithoate:| ([ ]

SSN: 041-90-5858

PLUS Loan Information - S tion

School Name: PARK UNNERSITY
School OE Code: 002498 Branch Code: 00
Loan Period

rompate:| o[ [ Ttepaex[ [ [

Grade Level: [Freshman ]
Enroliment Status: | Full Time b
Anticipated GraduationDate:[ ;[ [
PLUS Certified Loan Amount":

Recommenaea Dishursement vates
w [
wa [
s [ [
an [ [

% Do Not Print MPN.
" Download MPN and Print Locally.
' ASA to Print and Mail MPN.

Save | Reset | Cancel

16



8. Modify or view the following information in the Borrower sec-
tion:

a. Enter the following demographic information:

PLUS Loan Information - Borrc

Lender Name: FLEET MATIOMAL BANK
Lender OF Code: 805317 Branch Code:

Borrower’s Last Name *:
First Name*: Mz
SSN: 000-00-0000 Birth Date*: i i

perm. Address': |
addresstine [
ay:[ | State:[MNA NotProvided <]
zipcode:[ country: [

Phone Humber: Email:

Field Notes

Borrower Last Name/ Last Name and First Name are required.
First Name/MI

Borrower SSN Read Only

Borrower Birth Date

Borrower Perm Address

Borrower Address Line 2

Borrower City/State/Zip
Code/Country

Phone Number

EMail

b. Enter the following License, Citizenship, Employer and
Reference information:

Number: State: | NA - Not Pravided =
Requested Loan Amount*:

Citizenship Status: | S Citizen |
Alien Registration #: (If Borrower is non-citizen)

Name:
City: State: | N4~ Not Provided 2
Phone Number:

Borrower completed References?  Yes = No
Valid Borrower Sighature?  Yes = No

Borrower Signed Date: i I

Field Notes

Driver’s License Number

Driver’s License State Select the state/territory from the dropdown
list.
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Field Notes

Requested Loan Amount

Citizenship Status Select either US Citizen or Qualified non-
citizen from the dropdown list.

Alien Registration Non-Citizens only: Enter your Alien

Number registration number (in form AXX-XXX-Xxx)

Employer Name/City/ Select a two letter state code from the

Phone/State dropdown list.

c. Answer the following questions (by clicking the Yes or
No radio button):

Borrower completed References?  Yes = No
Valid Borrower Sighature?  Yes = No

Borrower Signed Date: i I

- Borrower currently delinquent?
- Valid Borrower Signature?

d. Do you have a Valid Borrower Signature?
No: Go to step 5.

Yes: Enter the borrower sign date (in MM/DD/YYYY for-
mat - see previous figure).

9. Do you want to enter the results of a credit check your institu-
tion performed, or do you want the guarantor to perform the
credit check?

@ | waould like to enter Credit Check data for the borrower

Credit Bureau: | Equifsx |
Credit Approval Date: J !

" |'would Iike MDHE ta run a Credit Check an the barrawer.

Borrower Authorization Sighature Date: I I

If you are entering the results of your credit check.
a. Select the I Would Like to Enter Credit Check Data
for the Borrower radio button.

b. In the Credit Bureau field, select the Credit Bureau your
institution used from the dropdown list (Equifax, Trans
Union, Experian).

c. Enter the Credit Approval Date (in MM/DD/YYYY for-
mat).

If you would like the guarantor to perform the credit check:

a. Select the I Would Like MDHE to run a Credit Check
on the borrower radio button.




b. Enter the Borrower Authorization Signature Date (in MM/
DD/YYYY format).

10. In the Student section, enter or view the student’s:
o Name information
o Birth Date
o SSN (View only)

PLUS Loan Information - Student Section

Last Name : M
First Name™: Birth Date: J !

SSN: 000-00-0000

11. Enter or view the following in the School Information section:

PLUS Loan Information - School Section

School Name: COLUMBIA COLLEGE
School OE Code: 002456  Branch Code:

rompate:| o[ o[ Ttepaex[ [ [

Grade Level: [Freshmen ]
Enroliment Status: | Full Time b
Anticipated GraduationDate:| ;[ [
PLUS Certified Loan Amount":

Field Notes

School OE Code/Branch Read only
Code

Loan Period From/to Date | Enter in format MM/DD/YYYY

Grade Level Select one of the following from the dropdown list:
Freshman (GRADELEVEL_01)

Sophomore (GRADELEVEL_02)

Junior (GRADELEVEL_03)

Senior (GRADELEVEL_04)

Year 5 Undergrad (GRADELEVEL_05)

1st Year Grad (GRADELEVEL_A)

2nd Year Grad (GRADELEVEL_B)

3rd Year Grad (GRADELEVEL_C)

4th Year + Grad (GRADELEVEL_D)

Enrollment Status Select one of the following from the dropdown list:
e Full Time (F)
o At Least Half Time (H)

Anticipated Graduation Enter in format MM/DD/YYYY.

Date

PLUS Certified Loan Required

Amount

12. Process Recommended Disbursement Dates as follows:
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tst [0 4[5 42004 Hold © Release @
200 [ir [0 [0 b © Release
aa [ 4[4[ Hold € Release
an [ [ [ Hold O Release ©

a. Enter the disbursement date, and:

b. Select the Hold or Release button (optional).
13. Select one of the following options for MPN Processing:

% Do Not Print MPN.
" Download MPN and Print Locally.
" MDHE to Print and Mail MPN.

Save | Reset | Cancel

Select this option...

Do Not Print MPN (default) Do not want to print MPN (see sidebar at
right).

Download MPN and Print Locally Want to download a preprinted MPN, and
mail it to the borrower

MDHE to Print and Mail MPN Want the guarantor to print and mail the MPN

14. Click the Save button
You'll see one of the following:
o Ifyou've violated a business rule:

You'll see a error message dialog box (similar to the fol-
lowing):

Microsoft Internet Explorer

The Permanert Street Address flag can not be set b Yes while address ine L, city, state, or 2ip code information is missing, Press OK to set the flag o
Mo and continue your update. Press Cance! to edit again.

In this example, the Valid Address flag was set to Yes, but no address
information was provided.

o If you selected the Do Not Print MPN or MDHE to Print and
Mail MPN Option:

You'll see the Transaction succeeded message:

20




Important:
You will see
additional
warnings if:
o MODEL Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools
DIreCt saved f— Transaction succeeded
your
application,
but:
e other issues
could result Transaction succeeded
in processing Waming(s)
prObIemS + Ourrecords indicate that BOSTOMN COLLEGE is not & Guarantor approved institution.
o Ourrecords indicate that School BOSTON COLLEGE is nota Department of Education approved
institution

o If you selected the Download MPN and Print Locally option:

You'll see the following screen:

-

Add Loan Loan Inquiry/Update PLUSICredit Approval Reports  Tools
* Iemplate Transaction succeeded.
» Stafford
e PLUS

Your Application/MPM is now ready to be viewed and printed. Press vour browser's back button to return to
this page

Ifyou do not have Adobe Acrobat® Reader installed, please download and install it now!
AR
Adobe

MDHE

ATTH: Document Processing
P.0.BOX 55142

BOSTON, MA 02205-5152

If vou are unable to view the form, please refresh your page and Wy again.

Click the Form link (See previous figure) to open Adobe
Acrobat and print the MPN:
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Working with a Loan Template

When you need to enter multiple loans with similar information (i.e., sev-
eral loans with the same disbursement date, same loan period, etc.) you
can create a template - and avoid keying repetitive data.

In the following example, we're planning to add all loan data for incoming
freshman. All of them have the same:

¢ Branch Code,

e Loan Period Dates,

e Stafford Subsidized/Unsubsidized split,
¢ Disbursement Dates,

e Grade Level, and:

¢ Enrollment Status.

Lastly:
¢ All require the printing/processing of an MPN

We create a template in which all available fields are filled in:




o Template
» Stafford
e PLUS

Add Loan Loan Ingquiry'Update

Loan Period

From Date: |08 1|01 1|2003 To Date: lljﬁ_flm_flw
Unsubsidized: |1313 ——

Certified Loan Amounts

Subsidized: 1312 |

Recommended Disbursement Dates
i o fzr fzoos
w [

Loan Information

Grade Level: Freshman hd
Enroliment Status: Full Time hd
Anticipated Graduation Date: |05 131 1|2007

Do Not Print MPH.
© Download MPN and Print Locally.
" MDHE to Print and Mail MPN.

Sawe | Clear

PLUS/Credit Approval

Reports  Tools

Loan Period

(Start Date/End Date)

MPN Printing Option you want for
each loan (see page 20) — ——

Grade Level,
Enrollment Status,
and Anticipated
Graduation Date

Sub/UnSub
Amounts

Disbursement
Dates

When we go to add a new Loan, all fields from the template are filled in
for the new loan. We need only add student-specific information:

Adding Loans in MODEL Direct
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Information added
to a new Stafford
Loan

School Name: CONCORDIA SEMIMNARY
School OF Code: 002457 Branch Code:

Grade Level: [Frashman 7]
Enrollment Status: | Full Time e
Anticipated Graduation Date: |05 ,|31 ;IZUUT

Loan Period

From Date: |09 Ll 72003 To Date:|05 f|31 1|2004

Certified Loan Amounts (At least one Certified Loan Amaount Must be completed)
Subsidized: I‘\ 312 Unsubsidized: |1313

Recommencded Disbursement Dates
st izl fos
g [0a far gfeoos
se [
an [

© Do Not Print MPN,
' Download MPH and Print Locally.
' ASA to Print and Mail MPN.

Save Reset Cancel |

Information added to a
new PLUS Loan

School Name: CONCORDIA SEMINARY
School OF Code: 002457 Branch Code:

Loan Period

From Date-: |19 7|m JIEUU3 To Date’: |03 1|31 i|2004

Grade Levek: [Freshmen =]

Enrollment Status: [Full Time =]

Anticipated Graduation Date: [05 | [31;[z007
PLUS Certified Loan amount':[

Recommended Disbursement Dates

1st oz fot [zone
g for g1 fzoos
3rd I jI i
atn | i I

' Do Not Print MPN,

* Download MPN and Print Localhy.
' ASAto Print and Mail MPH.

Gave | Reset Cance\l

Note: you can choose to override the template fields if necessary
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L To CREATE A LOAN TEMPLATE:

1. From the MODEL Direct Home page, select the Add Loan link:

AddLoan  Loan InquiryUpdate PLUS(Credit Approval  Reports  Tools

= Terplate
o Stafiord

You'll see the Loan Template Screen:

Missourt Direct for Educational Loans _

Add Loan Loan InquinyUpdate PLUSICredit Approval Reports  Tools
» Template P ———T—
+ Stafford Loan Information
= PLUS

Loan Period

From Date: |09 5m {2003 ToDate: (03 in IIZUW

Certified Loan Amounts

Subsidized: |1312 Unsubsidized; |1313

Recommentled Disbursement Dates
ana foa gfar gfoos

Grade Level: lm
Enroliment Status: lm
Anticipated Graduation Date: [05 | ([21|s[z007
€ Do Not Print MPN.

& Download MPN and Print Locally.

" MDHE to Print and Mail MPN.

Sawe | Clear
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Important...

¢ Your template is only

available to you during your

current login session.

- You cannot share a
template across multiple
browser sessions on the
same machine.

- Your template is not
saved if your session
times out due to
inactivity.

You can modify your

template by:

- returning to the
Template Screen,

- editing your template,
and:

- saving your changes.

¢ When adding a loan, you

can override fields populated
by the template.

3. Enter any or all of the following fields:

Field Notes

Loan Period From/to Date

Enter in format MM/DD/YYYY

Certified Loan Amount

While not required for the template, all Stafford loans
must have either a subsidized or unsubsidized
amount specified.

Disbursement Date/

¢ Enter Date (in MM/DD/YYYY format), and:

Status « Select the Hold or Release radio button
(optional).
Grade Level Select one of the following from the dropdown list:

Freshman (GRADELEVEL_01)
Sophomore (GRADELEVEL_02)
Junior (GRADELEVEL_03)

Senior (GRADELEVEL_04)

Year 5 Undergrad (GRADELEVEL_05)
1st Year Grad (GRADELEVEL_A)

2nd Year Grad (GRADELEVEL_B)

3rd Year Grad (GRADELEVEL_C)

4th Year + Grad (GRADELEVEL_D)

Enrollment Status

Select one of the following from the dropdown list:
e Full Time (F)
o At Least Half Time (H)

Anticipated Graduation
Date

Enter in format MM/DD/YYYY.

One of the following MPN

Printing Options:

e Do not Print MPN

e Download MPN and
Print Locally

o MDHE to Print and Mail
MPN.

For more information on these options, see page 20

4. Click the Save button.

5. The following occurs:

o You'll see the following screen, alerting you that your template
was saved and is available:

Add Loan

Loan InguiryUpdate

PLUS/Credit Approval ~ Reports  Tools

SAVE SUCCESSFUL

o When you create new loans, your template information will
appear in the field(s) you added (see page 24).
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CHAPTER 3

Before you
begin...

By regulation, you can only
view application, loan and
disbursement data associated
with your institution.
For example:
¢ Jane S. has transferred into
your school from another
school.
You cannot view application,
loan and disbursement data
from the previous school.
MODEL Direct will alert you if
you do not have the required
privileges or relationship to
view a specific record. For
more information, see your
system administrator or
MODEL Direct Client Service
Representative.

LOAN INQUIRIES AND UPDATES
IN MODEL DIRECT

From the Loan Inquiry/Update Menu you can view and/or modify:

¢ Application Detail (including a PDF copy of the borrower’s MPN -
see page 34)

e Loan Detail (see page 47)
e Demographic Information (see page 51)

e Summary information for the borrower (on the Master Borrower
Screen - see page 53)

e Summary information for the Student (on the Master Student
Screen - see page 58)

e Data on borrower Claims and Preclaims (see page 63 and page
65)

e Holds and Releases (see page 67)
You can also:

e \Verify a Promissory Note (see page 31).

The Inquiry Search Screen

You search for application and loan records in MODEL Direct by:

¢ Demographic information (SSN, Last Name/First Name combina-
tion),

e CommonlLine ID, or:
e Loan ID.
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From the MODEL Direct Home Page, click the Loan
Inquiry/Update link.

Certify Dishursements Reports CommonLine Tools
PLUS

o
Loan [ InguinyUpdate

| e The Search screen appears, as shown below:

e

Add Certify Disbursements Reports CommonLine Tools
® Person Search Loan PLUS Files

To Search for a person, please enter SSM or Mame, oryou may search by the CommonLine Unigue D or
MDHE Loan ID. Ifthe search is performed utilizing name, please enter the entire last name and a minimurm
of two characters of the first name. All results presented are for personis) which have applications
associated to the organization of the individual logging in.

Social Security Number: l—
Last Name: l—
First Name: l— MI: l—
Date of Birth: . I
Search ﬂl

Person Search

e see page 29 for
restrictions on
Person searches

Commonl-ine ID SearCh To search for applications by a CommaonLine ID, please enterthe D,

CommonLine ID:
—_— Search Reset

To search for a loan, please enter the lnan ID

Loan ID:
Search Reset

Loan ID Search

Consult the chart below to determine which type of query to use:

Use This when you have this information... to perform these actions:
Inquiry type...
Person Search e SSN, or: ¢ View Application Data (see page 29)
* a Name/Phone Number combination * Download a borrower’s MPN (see page 32).

¢ View/modify Loan Detail (see page 47).
¢ View/modify Demographic Information (see page 51).
¢ View Borrower Summary Information (see page 53).

CommonlLine ID a Commonline File ID e view an application submitted via a CommonlLine file (see page
29).
Loan ID a Loan ID (in the format LOAOO0OXXXXX) * view specific loans associated with a borrower/student of your

institution (see page 47).
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Doing an Application

Search

(0 To PERFORM AN APPLICATION SEARCH:

1. Log into MODEL Direct, if you have not already done so (See

page 2).

2. From the MODEL Direct Home Page, select the Loan Inquiry/
Update link (see figure on page 28).

3. In the Person section, enter:

o an SSN,

o a Name/Date of Birth combination, or:

o a Commonline ID.

If you search by SSN or
Commonline ID, the
Application detail window
appears (See page 34).

Social Security Number: l—
Last Name: li
First Name: l— Mi: l_
Date of Birth: . i
Search Reset

To search for applications by a CommonLine 1D, please enter the 1D

CommonLine ID: |0022110000P058521
8earch Reset

You can also search by:
e last name, or:

¢ a combination of name (First/Last/MI)
and date of birth.

| Last Name: Ames|

Social Security Number:

First Name: MI:
Date of Birth: 12 e 11964

Reset

Searches Returning Multiple Records...

Add Loan Certify Disbursements Reports CommonLine Tools
# Person Search .ﬂ InquiryUpdate PLUS Files
SSN Last Name First Name Middle Initial Date of Birth
230-41-1955 EMITH DANA M 051241971
260-60-7243 EMITH JEREMY J 021011972
374-84-8053 EMITH QUARN G 06/041970

3 matches were faund.

o If your search returns between 2 and 20 names, you'll see a screen similar to the
figure above. Click on the SSN link to open the Application Detail window (see

page 34).

o If your search returns more that 20 names, you will be advised to refine your

search by entering a first name and/or

Date of Birth.

Once you've selected a specific account, the Application List

window appears:

Loan Inquiries and Updates in MODEL Direct
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-
Wi 4 Password
Save yourself 74
R Logout
time... =
Add Loan Certify  Dishursements Reports CommonLine Tools
If you need to perform more  person et Loan  mauiyUpdate  PLUS Fies
than one task for an individual, o Application List detail, click on the D
H : © Loan Detail
use the links at right to work T
with their account. It will save o Master Borrower B0 AR
: o Master Student Jame: LI5A ANES
you the effort of having to re- © Claims and Preclaims
enter your search criteria. o Hold and Release plication |0, APF
Loan | Loan ArfrovediCertified Amount | Application View I
Type | Status Date Approved ReceiveDate |° |° | Detalls | PrOmnote  |MPN Verification
51,8300
SF approved Lk 120172003 |¥ Y| v Download Verity
51 66§00
U Approved IEv 12/01/2003 Y|Y Y Download Werify

View Details colurnn identifles loansfapnlications vou may view in detail. For privacy rilasons, vou fay view
only the detail for loans and @pplications associated with your institution, i.e., your instigtion is the Bnder,
holder, servicer or school orfthe application record

Click this link to view Application Detail (see page 34).

Note: you can only view Application Detail if the
Application Details field equals Y.

Click the Download link to view and/or print a PDF copy of the borrower’s MPN
(see page 32)

¢ Only available when:
- the guarantor holds the original MPNs, or:
- the ESign process is used by the guarantor.

Click this link to verify the receipt of a Promissory Note.

e Only applicable if your institution is responsible for tracking MPNs.

4. View the following:

Field Description/Notes

Loan Type One of the following:

e SF Stafford Subsidized

e SU Stafford Unsubsidized
e PL PLUS

e SL SLS

e CL Consolidation

e RF Refinanced

Loan Status One of the following:

e A Approved

e B  Approved For Disbursement
I Incomplete

e R  Rejected

Approved/Certified
Amount/Date Approved

Application Receive
Date

B Borrower Indicator (a Y in this field indicates that this
individual is the borrower of record on the
corresponding application).




Field Description/Notes

S Student Indicator (a Y in this field indicates that this
individual is the student of record on the corresponding
application).).

View Details A'Y in this field indicates that you can view Application
and Loan Detail for this account (see step 5)

MPN Verification Click the Verify link to enter a borrower sign date, and
verify MPN Receipt
Note: this field is only applicable if the lender/servicer
tracks MPN receipt.

5. Do you want to view Application Detail?
No: Go to Step 6.
Yes: see page 34.
6. Do you want to viewydownload a borrower MPN?
No: the procedure is complete.
Yes: see page 32.

7. Do you want to verify the recejpt of a Master Promissory Note
(MPN)?

No: the procedure is complete.

Yes: see the next section.

To Verify the Receiptof ] To VERIFY THE RECEIPT OF AN MPN:
a Master Promissory

Note (MPN)
1. Log into MODEL Direct, if you have not already done so (See
Before you page 2).
Begin... .
, — 2. From the MODEL Direct Home Page, select the Loan Inquiry/
This Feature only available if: . !
« the guarantor holds the Update link (see figure on page 28).
original MPNs, or: .
« the ESign process is used by 3. Locate the person whose MPN you want to verify (see page 29).
the guarantor.

4. From the Application List screen, click the Verify link for the
desired loan:
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Viewing and Printing an
MPN

Logout

—

Add Loan Certify  Dishursements Reports CommonLine Tools
« Person Search Loan  InquiryUpdate PLUS Files
© Application List To detail, elick on the D
@ Loan Detail
o Demoaraphics
© Master Bomower SN
© Master Student Name: LISAANES
© Claims and Preclaims
© Hold and Release Application ID:
Loan Loan ertified Amount ic atit View o -
Type | Status Date Approved ReceveDate |D |° | patals | Fromnote | MPN Verification
§1,832.00
SF  Approved 210112003 12/01/2003 Y| A Download Verify
51,667 00
‘ sU ‘Appmved |‘\Zlmlzﬂl]3 ‘ 1201/2003 ‘Y‘Y‘ A Download I Werify I

View Details column identifies loansfapplications you may view in detail. For privacy reasons, you may view
only the detail for loans and applications associated with your institution, i.e., yourinstitution is the lender,
holder, sericer or school on the application record

You'll see the following screen:

AddLoan  Loan InquiryiUpdate PLUS/Credit Approval  Reports  Tools
o Person searcn
© Application List
® w‘w Lender Name: COMMERGE BANK OF STLOUIS
© Demographics .
b e Lenter OE Code: 13079
© Master Student Lender Branch Code: sn
© Claims and Preclaims — Borrower Name: LISA ANES
© Hold and Release Borrower SSN: LAY
Borrower Signature Date: r s
verymPN | Reset

5. Do the following:

o Enter the Borrower Signature Date (in format MM/DD/YYYY),
and:

o Click the Verify MPN button.

Before you
Begin...

This Feature only available if:

¢ the guarantor holds the
original MPNs, or:

» the ESign process is used by
the guarantor.

Q

To VIEW OR PRINT A BORROWER MPN:

1. Log into MODEL Direct, if you have not already done so (See
page 2).

2. From the MODEL Direct Home Page, select the Loan Inquiry/
Update link (see figure on page 28).

3. Locate the person whose MPN you want to view (see page 29).

4. From the Application List screen, click the download link for the
desired loan:

32



& Password

Missour Dicect for Educational Laans

Logout
Add Loan Certify  Dishursements Reports CommonLine Tools
« Person Search Loan  InquiryUpdate PLUS Files
© Application List To viewiupdate application detail, click on the application ID
@ Loan Detail
o Demoaraphics
© Master Bomower SN
© Master Student Name: LISA ANES
© Claims and Preclaims
© Hold and Release Application ID:
Loan Loan ertified Amount ic atit View o -
Type | Status Date Approved ReceveDate |D |° | patals | Fromnote | MPN Verification
SF  Approved ?12;313’32333 12/01/2003 Y|y A Download Werify
‘ au ‘Appmved |f;gf:zggs ‘ 1200172003 ‘v M v | Download ‘ I Verify

View Details column identifies loansfapplications you may view in detail. For privacy reasons, you may view
only the detail for loans and applications associated with your institution, i.e., yourinstitution is the lender,
holder, sericer or school on the application record

You'll see the following screen:

FAinsourt Direct for Educaiional Lowm

AddLoan  Loan InquirylUpdate PLUSICredit ipproval  Reports  Tools
[ Loan Period From : 05/26/1398 To: 05/22/1999
o paplication List Application Type : Stafford -SubfUnsub
© Loan Detail Borrower : JAMES R SMITH
© Demoagraphics Student: JAMES R SMITH
o Master Bonower
© Master Student
o Claims and Preclaims .
© Hold and Release “four Application/MPN i now ready to be viewed and printed. Press your brovwser's hack bution ta retum ta

this page.

If you do not have Adobe Acrobat® Reader installed, please download and install it now!

G =]

“fou need fo print and send us only the first page. Please keep the remaining pages for your file

Our Mailing Address -
American Student Assistance
ATTN: Dotument Processing
P.0. BOX 54152
BOSTOM, MA 02205-5152

Ifyou are unabie o view the form, please refresh your page and try again.

5. Click on the Form link (See previous figure).

MODEL Direct launches Adobe Acrobat, which displays a
scanned copy of the MPN:
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You can save or print the MPN:

¢ To Save the MPN, you must
have:

- the full version of Adobe
Acrobat, or:

- Acrobat Reader 5 or
greater.

Consult your Acrobat
documentation or Online Help
for more information.

=101

File Edt ‘Wiew Favortes Tools Help
Geak - o - @) [ ot | Qoewch [ravores (B | By S W] - EH | ks >
Address [{€) http: uaneb/STBorrowerllpdate_fdf[Stafford_0_P003121114538.pcF ~| Pa ‘

B&E &% o -[# & BOB[E|[K 4 »r][e s ]efex |- @|OEEE|E-

&)

[&@ |

B|8-/-2-B&|00F 5|

Federal Family Education Loan Program (FFELP)
Federal Stafford Loan
Master Promissory Note

is subject 10 penalies which mayi nlude fnes, mprisonm ent,or both, uncler he United Statss
(iiminal Cade and 20 U.5.C. 1007

Guarantor, Program, of Lender Identfication

AMERICAN STUDENT ASSISTANCE
P.0. BOX E51tz

BOSTON, MA 022055152
1-800-395-5080 phons
1-800-999-0923 tdd

m g
B, 1209102005

W T TR 00

BWC_

[ Satres [ Commrts [ hembrats " Boskmarice

hat | am eligibl to receive, | may cangel my [oan or request alowier amount by
contacting my lender or school. Additiona|information about my nght to cancel a loan
ar request a lonier amaunt s included in the Barrawrer's Rights and Responsiblities
Siateimentand Disclosure S atements that Fave been o vl b prowc i me.

Borrower Please print neatly or type. Read the instructions carefully.
T o o Tt e i % S S o
JOHNSON KIMBERLEY ] 000-00-0000

R e T T
000 CASCADE RISE CT (404 D000000 121711054
T T TRORE[& DR e
ATLANTA A 30331 Sur ¢
T T ED T T TS T
Calloge Loan Corporation Long Boach ca 90810 833733
[p— fTEpT— [T p———
™ L .
A G Tokphcrm mbor ( ) ( )
. Requested Lo Ao e a ot amount 12 Interes P T
m;;grE‘dsu'gt:\;(M an 3 I want to pay unsubsicized interest whil | am in scheol

Borrower Certifications and A

Read carefully before

o

13, Under penalty f perjury | catify that: pay to P

2 Tha i " Mebe e ac oo e ok e i) A
L @) @ T1ate »om ssxttm (O 2 M 4 2
[&]Done [ Local ntranet 7

Viewing Application
Detail

You can also 1.
view Application
Detail...

¢ from the Master Borrower
Screen (see page 53), and:

¢ the Master Student Screen
(see page 58).

a. Log into MODEL Direct, if you have not already done so

(see page 2).

b. From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 28).

c. Locate the person whose Application you want to view
(see page 29).

2. From the Application List screen, click the Application ID link:

To VIEW A BORROWER'S APPLICATION DETAIL:

Navigate to the Application ID you want to view:

+ Person Search
o Application List

MODE
(_/

& Password

Logout

< Loan Detail
< Demadraphics

< Master Barrowsr
© Master Student

o Claitns
@ Hold an

d Release

Add Loan Certify  Disbursements Reports CommonLine Tools
Loan  InguiryUpdate  PLUS Files
To detail, click on the D
8SN:  77T-TT-7T77
Name: LISA ANES
and Preclaims
ipprovedicertiiied Amount Application View o
Date Approved ‘ Receranate | ‘5 Details | Promnote | MPN Verification
51,6330
SF  Approved B 1201/2003 Y|y A Download Werify
1,667.00
SU - |Approved 210112003 12/01/2003 Y| A Download Verify

View Details column identifies loansfapplications you may view in detail. For privacy reasons, you may vieus
only the detail for loans and applications associated with your institution, i.e., your institution is the lender,
holder, senicer or school on the application record

The Application Detail window appears:
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Add an Certity Dishursements Reports CommonLine Tools —
N inquiryUpdate  PLUS Fies

Person searcn
o Appliation List For addtional informaton, cick aoan from the st
5 Loan Detai
Demogaptics
jofpemcanniz Borrower: LISAANES 090620620909
Student: LISAANES 000320009

°
© Claims and Preciaims

O HMMWIRUEE pyponm: resus wws Application Summary

R o Settoo o W
Reallocation Date: Application Type: PN Application S d t I 37
CommineBy cozionorosnen Lomoomn s Suineo (See detail on page
P— Gonaoss:

Appication Loans:
Loan | Status (| Approved Amount /
Tye | Date Date

LoanD

[r—— T

atus Date

lApproves[51,833.00 S —
Losootooszea o AbIOVed 8163300 Pending Dish t 12012003
81,6700

Use these buttons to
quickly jump to a given —
section of the screen

Losnotooazio [su % Ponding Disbursement | 120112003 —

120112003 1200172003

ssi: X000
Last Hame: =
First Hame: Usa 3

Date or Brth: 2 sfe o e
Adwesstinet:  [00IGNE
Jr e E—
cie [ — Stote:[FL-Floda 3] .
Important: you will see wawe B — Borrower Information

additional sections on this —— (See detail on page 40)

screen under the c— " Toe] e
following conditions: Co o vasrgpr
o TR
o If the application could el ]
not be rove Vavinaess? ¥
ot be approved, you A B |

(notaP.0. ba)?

will see the Reasons
for Non-Approval I T T T I

Stugent Inarmation

section (See detail on - om0 Student Information (See
page 39). Nm " detail on page 42)
« If Application Loans — I —
cannot be approved for
disbursement, (for Rl @D .

example, the MPN is et S b
missing or incomplete) o B
H Grade Level: [Semor = Envoliment Status: [Ful Tme =]
:;OU Wl” Seﬁ t:e Anticipated Graduation Date: | A R e
easons No e o School Information

Approved section EpecteatanyConthtior: T m— (See detail on page 43)

(See detail on page
9 Stattord Subsidizedt: | —
39). — s
e

HoldRelease: [None 7]
HoldRelease: [None 7]

HoldRelease: [None 7]

HoldRelease: [None 7]

Lender OF Code:

Branch: &

e SWSTFUIESHOHELY Lender Information

Approved Amount

CEmrrTe — (See detail on page 45)

Staford Unsubsidzod: [ —
pLus: [ a—
S
Curocor doen o o o

Endorser Information
AT T e e —1 (PLUS Loans Only -

‘o5 See detail on page 46)




3. In the Summary Section, view the following:

For additional infarmation, click a loan from the list
Click the
Loan ID I|nk Borrower: LISAANES (777-77-T77T)
Student: LISAANES (T77-T7-TT77)
to be taken
to the Loan | Anplication In: APRO00B50945 MPNID: MPNOO0394722
- Date Received: 12/01/2003 MPH Serial Loan Code:  NEW
Deta II Reallocation Date: Application Type: MPM Application
screen (See Commonline ID: 0022110000P058521 Loan Group: (S¥) Stafford -Sub/Unsub
Application Terminated: Create Date: 12i01/2003
page 47) * Source Type: CommonLine_4 EFT Authorization: A

Application Loans:

Loan ID

Loan | Status | Approved Amount / " Disbursement
Tyne Date Date Dishursement Status Status Date

LOAOD1 009209

Approved $1,833.00

i 12/01/2003  |12/01/2003

Pending Disbursement 12i01/2003

LOAQD1009210

Y PSR D Pending Disbursement | 120172003

12/01/2003 |12001/2003

StdonSacton ]| Stoot et | LanirSacton

Field Description/Notes

Borrower Name/SSN

Will be two different individuals on a PLUS application.
Otherwise, the borrower and student will be the same.

Student Name/SSN

Application ID/Date
Received

Application ID is in format APPOO0OXXXXX

Reallocation Date

If loan amounts have been changed (for example, a
reallocation between Stafford Sub and Unsub Loan
pairs), this field displays the date the adjustment
occurred.

Commonline ID

If the application was submitted via a CommonLine

process, this field contains the CommonLine ID.

¢ You can also search for an application via
CommonlLine ID - see page 29.

Application Terminated

If a Y appears in this field, the application has been
terminated by the school.

Source Type

One of the following:

e ASAP

e CommonLine_4

e CommonLine_5

e Conversion from Mainframe
¢ Enterprise Web Client

e Electronic

e Paper

MPN ID

In format MPNOOOXXXXXX

MPN Serial Code

One of the following:
e New (First application on MPN)
o Serial (Additional application on MPN)

Application Type

One of the following:

e Common Full App

e Consolidated App

e MPN Application

¢ Non-Common FASTAP
¢ Non-Common Full App
e Common FASTAP

Loan Inquiries and Updates in MODEL Direct
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Field Description/Notes

Loan Group

One of the following:

e CL Consolidation

e CO Stafford -Sub/Unsub, AND SLS
(conversion only)

e PL PLUS

e RF Refinanced

e SF Stafford Subsidized

e SL SLS

e SU Stafford Unsubsidized

e SX Stafford -Sub/Unsub

Create Date

Date application was entered/accepted into the MODEL
Direct database.

EFT Authorization

A'Y is in this field indicates that the borrower has
approved EFT transfer of funds into the student’s
account.

Loan ID

In format LOAOOOXXXXX
¢ This field is also a live link to the Loan Detail screen
(see previous figure and page 47).

Loan Type

One of the following:

e SF Stafford Subsidized
e SU Stafford Unsubsidized
e PL PLUS

e SL SLS

e CL Consolidation

e RF Refinanced

Status/Date

Current Loan Status, and date current status was
established.

¢ Loan Status can be one of the following:
- A Approved
- B Approved For Disbursement
I Incomplete

- R Rejected

Approval Amount/Date

Approved amount for this loan, and date of approval.

Disbursement Status/
Disbursement Status
Date

Current Disbursement Status, and date current status
was established.

Disbursement Status can be one of the following:

o All Disbursements Fully Canceled

e Fully Disbursed

¢ Pending Disbursement

o Partially Disbursed

38




4. Do you see the following section beneath the summary informa-

tion?

Reasons Mot Approved for Dishursement

Loan ID
LOADDT 009208

Type
SF

Reason
Master Promissory Mote is incomplete

‘The signed MPM has not been returned or the borrower's electronic signature is
missing from the MPM.

Master Promissory Mote is incomplete

The signed MPN has not been returned or the borrower's electronic sianature is
missing from the MPM.

LOADD1009208 |SF

LOADD1009210|5U

LOAODDT009210 |5U

Stdens Section ]| oot Secion ] Londrscton

‘Reasans No Approved Far Disbursement

| Note: if you see the Reason(s) Not Approved for

Disbursement section, you will also see an additional button
in the navigation bar in the other sections of the screen.

No: Proceed to step 5.

Yes: The loan(s) cannot be approved for disbursement. Review
the following:

Field Description/Notes

Loan ID

In format LOAOOOXXXXX

(see figure above and page 47).

¢ This field is also a live link to the Loan Detail screen

Loan Type

One of the following:

e SF Stafford Subsidized
e SU Stafford Unsubsidized
e PL PLUS

e SL SIS

e CL Consolidation

e RF Refinanced

Reason(s)

Reason for the delay (usually missing MPN information)

5. Do you see the following section beneath the summary informa-

tion?

Reasons for NON-Approval

Loan ID ‘Type ‘ Reason ‘

|L0AD0D254746 [PL [Borrower Credit Denied |

Reasons Not Approved

School Section Lender Section

|— Note: if you see the Reason(s) for Non-Approval

section, you will also see an additional button in the
navigation bar in the other sections of the screen.
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No: Proceed to step 6.

Yes: The loan was denied. Review the following:

Field Description/Notes

Loan ID In format LOAOOOXXXXX

Loan Type One of the following:

e SF Stafford Subsidized

e SU Stafford Unsubsidized
e PL PLUS

e SL SLS

e CL Consolidation

e RF Refinanced

Reason(s) Reason for the denial (usually an incomplete MPN, or
denied credit for a PLUS loan applicant).

6. In the Borrower Information Section, view or modify the fol-
Note... lowing:

You can also change
Demographic Information e
directly from the Application E—
List page (see page 51).

SSN: T-T-TT
Last Name: AMES
First Name: LISA Ml

Date Of Birth: 12 ;|16 i |1964
Address Line 1: 10 JULIE LANE
Address Line 2:

City: BRANDOMN State: | FL - Florida hd
Zip Code: 33511 Country:

Telephone: 8886578888
Email Address:

Driver’s License #: AS205206409560 Lic. State; | FL - Florida =
Citizenship: Unknown « Alien ID #:

Amount Requested:  §3 500,00 Signature: M

E-Sighed: Validating Agency:

Validating Agency OE Validating Agency

Code: Branch Code:

Defer Payment: N References: N

Capitalize Interest: A Current Default: M

Prior Debt:

Valid Address? A Valid Phone? Y

Is Address a Permanent Street Address
tnata P.0. haw? ves 7]

StvdniScion_||_School Sectin_|_LnderScin




About Loan
Phase Codes...

The Phase (or processing
stage) of a loan may affect
what fields are available for
editing.

The tables in this section make
reference to these loan phase
codes. For descriptions of
these codes, see Appendix A,
Loan Phase Code Descriptions.

Field Name Read Only (R)/ Description/Notes
Update (U)

SSN R

Last Name/First U

Name/MI

Date of Birth U

Address Line 1 u

Address Line 2 u

City/State/Zip/ U Select a State from the dropdown list.

Country

Telephone U

E-mail Address u

Driver’s License #

U (see note)

Can only be updated if:

e you are processing a PLUS Full or
FastAp, and:

« the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Lic. State

U (see note)

Select a state from the dropdown list.
e Can only be updated if:
- you are processing a PLUS Full or
FastAp, and:
- the Application has not been
approved yet (i.e., has a loan
phase code of 0).

Citizenship

U (see note)

Can only be updated if:

e you are processing a PLUS Full or
FastAp, and:

¢ the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Alien ID #

U (see note)

Can only be updated if:

e you are processing a PLUS Full or
FastAp, and:

* the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Amount
Requested

U (see note)

Can only be updated if:

e you are processing a PLUS Full or
FastAp, and:

e the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Signature

A'Y in this field indicates that the
application has a valid signature

E-Signed

A'Y in this field indicates that the
application has been electronically
signed.
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Field Name

Read Only (R)/

Update (U)

Description/Notes

Validating Agency | R If the application has a digital
signature, this field contains the name
of the Validating Agency

Validating Agency | R If the application has a digital

OE Code signature, this field contains the OE
Code of the Validating Agency

Validating Agency R If the application has a digital

Branch Code signature, this field contains the
Branch Code of the Validating Agency
(if applicable).

Defer Payment R Y indicates that the borrower elected
to defer payments while in school
(Stafford Unsub loans only)

Capitalized R Y indicates that the borrower elected

Interest to capitalize interest payment (Stafford
Unsub loans only)

References R Y indicates that the borrower has
provided valid references

Current Default R Y indicates that the borrower is
currently in default on an FFELP Loan

Prior Debt R Y indicates that the borrower has
existing Stafford or PLUS Loans

Valid Address / R Y indicates that the borrower has

Valid Phone provided a valid address and phone

Is Address a u Select Yes or No from the dropdown

Permanent Street
Address (not a
P.O. Box)?

list.

7. In the Student Section, view or modify the following:

SSN:

Last Name:
First Name:
Date Of Birth:
Citizenship:

Sttt Scion | _Scho Secton ]| _LandorScin

Student Information

FI-TERTIIT
ANES

LISA
12161964

Unknown *

ME

Alien ID #:

Field Name Read Only (R)/ Description/Notes
Update (U)

SSN R

Last Name/First U

Name/MI

Date of Birth u
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Field Name Read Only (R)/

Update (U)

Citizenship U (see note)

Description/Notes

Can only be updated if:

e you are processing a PLUS Full or
FastAp, and:

o the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Alien ID # U (see note)

Can only be updated if:

e you are processing a PLUS Full or
FastAp, and:

o the Application has not been
approved yet (i.e., has a loan phase
code of 0).

In the School Section:

School OF Code:

Name:

School Signature:

Start Date: A
End Date: |12— i IQQ— i W
Grade Level: [Senier =] Enroliment Status: [Ful Tme 7]
Anticipated Graduation Date: [z [ s faoes
Cost of Attendance: $6,083.00
Estimated Financial Aid: [gooo
Expected Family Contribution: [gr2ss00
Adjusted Gross Income: $0.00
Stafford Subsidized: [s182300
Stafford Unsubsidized: W
PLUS: $0.00
1st ! W Hold/Release: m

ol Information

00z49s Branch: (00
PARK UNMERSITY
Yes Signature Date: 11/24/2003

HoldRelease: |MNone 'I
/ HoltRelease:
:

Hold/Release:

MNone 'I
MNone 'I
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a. view or modify the following school/financial information:

Field Name Read Only (R)/ Description/Notes
Update (U)
School OE R
Code
Branch u For all loans: can be modified if:
¢ the loan has not been approved (all loan types).
For Non Disbursement Services Loans: can
be modified after approval if:
¢ the current date is less than eight days after
approval, or:
¢ the loan’s earliest disbursement date is more
than seven days in the future.
Name R
School R
Signature
Signature Date
Start Date U For all loans: can be modified if:
o the loan has not been approved (all loan types)
End Date u For Non Disbursement Services Loans: can
can be updated through Phase 4
Grade Level u
Enroliment u
Status
Anticipated u
Graduation
Date
Cost of U (see note) Can be updated:
Attendance e on PLUS Full and FastAps that are disbursed by
the lender.
Estimated

Financial Aid

Expected
Family
Contribution

Cannot be updated:
o for PLUS MPN and Stafford MPN applications.

Adjusted Gross
Income

Stafford
Subsidized

Stafford
Unsubsidized

PLUS

Cannot be updated after approval
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b. View the following

1st |12 1 |08 1 |2003 HoldRelease: |Felease ~

2nd i i HoldRelease: |MNone ¥

3rd i i HoldRelease: |MNone x

4th i i HoldRelease: |MNone ¥
Mo =

- Disbursement Dates
- Disbursement Status (Hold, Release, None)
- Termination Status (Yes or No)

9. )In the Lender section, modify or view the following:

Lender Information
Lender OE Code: BOGT73
Branch: 50
Name: SMARTFUNDS-MOHELA
Stafford Subsidized: $0.00
Stafford Unsubsidized: $0.00
PLUS: ' 0.00
Signature:
Current Holder: SMARTFUNDS-MOHELA OE: 806773 Branch: 50
Current Senvicer: MOHELA OE: 700173 Branch:

Field Name Read Only (R)/ Description/Notes

Update (U)
Lender OE u For Disbursement Services Loans:
Code/Branch

« field can be changed prior to approval
(provided origination rights have not
been sold)

For Non Disbursement Services

Loans: can be modified after approval if:

¢ the current date is less than eight
days after approval, or:

¢ the loan’s earliest disbursement date
is more than seven days in the future

Name D
Stafford u For Disbursement Services Loans:
Subsidized/ « field can be changed prior to approval
Stafford - Attt o

. (provided origination rights have not
Unsgbsmlzed/ been sold)

For Non Disbursement Services
Loans: can be modified after approval if:
o the current date is less than eight
days after approval, or:
- the loan’s earliest disbursement
date is more than seven days in
the future
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Field Name

Read Only (R)/ Description/Notes

Update (U)

Signature

Current Holder
Name/OE
Code/Branch

Current
Servicer Name/
OE Code/
Branch

10. In the Endorser section, view the following:

SSN:

Last Name:
First Name:
Date of Birth:
Address Line 1:
Address Line 2:
City:

Zip Code:
Telephone:
Valid Address:

S0

THOMAS

oTIS MI: A
08081926

4292 Red Bandana ¥iay

Ellicott City State: MD
21042 Country
4104653029

h Valid Phone: ¥

ot o] ohon st ] o ecion

e SSN

o City/State/Zip/Country

e Last Name/First Name/MI ¢ Telephone

o Date of Birth
e Address Line 1
e Address Line 2

o E-mail Address
e Valid Address
¢ Valid Phone

Note: This

section is only

populated when:

e you are
viewing a
PLUS Loan,
and:

¢ an endorser
was required
(i.e., the
principal
borrower was
denied credit).
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Viewing Loan Detail You can access Loan Detail in three ways:
e From the Application Detail Screen (see page 37),
e From the Application List screen, or:
e From the MODEL Direct Home Page (see page 29).

0 To ViEw LOAN DETAIL:

1. Log into MODEL Direct, if you have not already done so (See
page 2).

2. What page are you currently on?

If you don’t have
a specific Loan

If you are on this  take the following steps...

ID number... page...

You will have to access the I;IODE(L Direct ngsi;)e a Click on the Loan Inquiry/Update link.
loan via the borrower’s age (see page , .
Application screen (see page You're prompted to enter the Loan ID (in format

LOAXXX0000 - see following figure).

29). b Go to step 3

epplication List 30 a Do one of the following
age (see page 30) - From the Main Menu, click on the Loan Inquiry/

Update link (see page 29), or:

- From the Person Search menu (at the left of the
screen), click on the Loan Detail Link.
You're prompted to enter the Loan ID (in format
LOAOOOOXXXXX - see following figure).

Go to step 3

o

epplication Deta:ii:) a Click on the Loan ID link (see page 37)
age (see page 30) The Loan Detail screen appears (see figure on page 47).

b Go to step 4

3. Do the following:
o Enter the Loan ID (in format LOAOOOOXXXXX), and:
o Click the Search button

To search for a loan, please enter the [oan ID

Loan ID: [LOAOOT 009209
Search Reset |

The Loan Detail screen appears:
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Important: you can also view
the detail of other loans
associated with this borrower.

¢ If the row is highlighted in
yellow, it indicates that you
are currently viewing detail
for that loan.

¢ Click on the Loan ID link
to view the detail for
another loan.

View Disbursement and

+ Person Search

o

o
o
o
o
o
o

Add
Loan
Anplication List
Loan Detail

Demographics

Master Borrower Aoerower:

Master Student Student:

Claims and Preclaims lication ID:

Hold and Release c ine ID:
MPHN ID:
Receive Date:
Reallocation Date:
Lender:
School:

Application Loans:

Loan
Inquiry/Update

Certify Dishursements Reports
PLUS

Faor additional loan infarmation, click 2 loan fram the list.

LISA ANES (8630000
LISAANES (OH-RK-R0000
APPON0S50845
0022110000POSE521
MPNOD0384722
1210172003

SMARTFUNDS-MOHELA ( B0B77350)
PARK UNIVERSITY ( 00248800

CommonLine Tools
Files

Hold information.

Loan ID Loan Type Loan Status Approved Amount Approved Date
LOADD1 009209 SF Approved $1,833.00 12/01/2003
LOADD1 009210 sU Approved $1,667.00 12/01/2003
Loan ID: LOADD1 009209
Loan Type: SF
Commonline ID Seq #: 1
Principal Balance: $1,833.00
Total Principal Reduction: §0.00
Accrued Interest: $0.00
Current Default Principal 0/S: §0.00
Processing Status Date: 12/18i2003
Separation Date: 1203112003
Date Entered Repayment: 07/01/2004
NSLDS Status: Loan Originated
NSLDS Status Date: 12/01/2003
Disb# | DishDate | Gross Amount |Hold | HoldReason | Disbursed |FastFund | DiShursement

Agent Code
1 [ 12nsrzo03 [$4,250.00 N [ ¥ T35
2 01/01/2004 | $4,250.00 M A Y 725
3 §0.00
4 §0.00

4. On the Loan Detail screen (see previous figure):

a. View the following application information:

Borrower:
Student:
Application ID:
Commonline ID:
MPH ID:

Receive Date:
Reallocation Date:
Lender:

School:

LISA ANES (-
LISA ANES (O
APPO00B50945
0022110000P058521
MPMNO0D394722
12/01/2003

SMARTFUNDS-MOHELA ( 80677350)
PARK UNNMERSITY (00249300 )

Field Name

Description/Notes

Borrower Name/SSN

Student Name/SSN

48



Field Name Description/Notes

Application ID In format APPOOOOXXXXX
¢ To view Application Detail, see page 34).

MPN ID In format MPNOOOOXXXXX

¢ To view a copy of an MPN, see page 32.

Receive Date Date application was received by your

organization.

Reallocation Date If funds were reallocated on this loan (i.e.,
between Stafford Sub and Unsub amounts), the

date the reallocation occurred.

Lender Name/OE
Code

School Name/OE
Code

b. Verify that you are viewing the correct loan detail:

Application Loans:
LT JRUETTN 1M T VI LV SN 111 VT N 111 1116 VL
. o L0A001009200 SE WWWI
When a row in the grid is L0ADN1 009210 EN Approved §1,667.00 12101i2003
highlighted in yellow, ___| i
you are viewing detail
for that loan. Loan ID: LOADD1009209
Loan Type: SF To view
Commonline ID Seq #: 1 detail for
Prmcma_l B_alance: ) $1,833.00 another
Total Principal Reduction: §0.00
Accrued Interest: $0.00 |0? n
Current Default Principal O/S: $0.00 click the
Processing Status Date: 121182003 Loan ID
Separation Date: 1203102003 link
Date Entered Repayment: 07in1r2004
HSLDS Status: Loan Originated
HSLDS Status Date: 1210152003

c. View the following loan specific detail (see previous fig-
ure):

Field Name Description/Notes

Loan ID In format LOAOOOXXXXX

Loan Type One of the following:

e SF Stafford Subsidized
e SU Stafford Unsubsidized
e PL PLUS

e SL SLS

e CL Consolidation

e RF Refinanced

Loan Status One of the following:

e Approved

e Approved For Disbursement
e Incomplete

¢ Rejected
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Field Name Description/Notes

Amount Approved

Approval Date

Commonline ID
Sequence Number

If a Stafford sub/unsub loan pair is submitted via
a Commonline file, the sequence number is used
to distinguish the two loans.

Principal Balance

Balance currently due on loan

Total Principal
Reduction

If principal was reduced on this loan, the
amount of the reduction

Accrued Interest

If interest has accrued on the loan, the amount
accrued.

Current Default
Principal O/S

If loan is in default, the principal amount in

default

¢ To view Claims and Preclaims information, see
pages 63 - 65).

Processing Status
Date

Date current Processing status (as listed in the
Application Loan Grid) was established.

Separation Date

Date student graduated or left school (or is
scheduled to leave).

Date Entered

Date student entered (or is expected to enter)

Repayment into repayment.
NSLDS Status/Status For a complete list of NSLDS Statuses, see
Date Appendix B, NSLDS Loan Status Codes.

d. View the following hold/release information:

Dish# | DishDate | Gross Amount

Hold | Hold Reason | Disbursed | ATomp | DiSbursement

Agent Code
1 [ 1oranees [§2,25000 ] ¥ ¥ 725

2 [ 12021998 [§4,25000 ] ¥ ¥ 725

3 $0.00

4 $0.00

Field Name Description/Notes

Disb #

Disbursement sequence number

Disbursement Date

Date of actual (or scheduled) disbursement.

Gross Amount

Disbursement amount minus applicable fees

Hold

Value is Y or N.

Hold Reason

One of the following:

¢ A Copy Missing

¢ Admin Hold

e MPN Hold (Complete MPN Not Present)
¢ Reallocation

e School Hold

e Other

Disbursement Flag

A'Y indicates the funds have been disbursed.
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Field Name Description/Notes

ATOM I1 ¢ An N in this field indicates that the lender
made (or is scheduled to make) the
disbursement

e AY indicates that the Guarantor (or the
Guarantor’s agent) made the disbursement

Disbursement Agent For non disbursement services loans

Code « the disbursing lender’s OE code appears in this
field.

For disbursement services loans

One of the following appears in this field:
- the OE Code of the guarantor, or:
- the OE Code of the guarantor’s agent (i.e,

ELM)

Viewing and Modifying (0 To VIEw orR MODIFY DEMOGRAPHIC INFORMATION:

Demographic
Information
1. Navigate to the desired record:
Note... g _ _ _
You can also change borrower a. Log into MODEL Direct, if you have not already done so
demographic information from (See page 2).
he Applicati il .
Einetﬁgpnslgﬁgsuziaelctsig\e-e rs]ee b. From the MODEL Direct Home Page, select the Loan
page 40). Inquiry/Update link (see figure on page 28).

¢. Locate the desired person (see page 29 - page 30).

2. From the Application List screen, select the Demographic
link (See page 30).

The Demographics screen appears:
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Add Loan Certify Disbursements Reports CommonLine Tools

o Ferson Search Loan  InquirylUpdate  PLUS
o Application List son: P
o Loan Detail :
© [ Last Name: s
o Master Brrower
o Master Student ]
o Claims and Preclaimg st Name: L84 CT
o

Hold and Release
Date of Birth: 12 I |1e 1 |1964
AddressLline1:  |000.J LANE
Address Line 2:

city: [BRANDON state: |FL-Florida =l

Zip Code: [33511 Country: |
Telephone: [e3seseeee

oOther Telephone: |

Email Address: [

Address Source: DMGSRC_BORROWER
Valid Address: \s

Is Address a Permanent Street Address
(nota P.0. hox)? ves
valid Phone: Y

Update | Reset

3. View or modify the following

Field Name Read Only (R) Description/Notes
/Update (U)

SSN R

Last Name/First U

Name/MI

Date of Birth U

Address Line 1 U

Address Line 2 u

City/State/Zip/ U Select a State from the dropdown list.

Country

Telephone U

E-mail Address U




Working with the
Master Borrower
Screen

Note...

You can only view loans
associated with your
institution. For example:
¢ The borrower has two loans
with your bank, and three
with other banks.
You will only see the two
loans associated with your
bank.

Field Name Read Only (R) Description/Notes

/Update (U)

Indicates how address was obtained.
Valid values are:
¢ DMGSRC_ASADIRBWR

(Borrower via Web Client)
¢ DMGSRC_BORROWER (Borrower)
¢ DMGSRC_COBORR (CoBorrower)
¢ DMGSRC_COLLECT
(Collections System)
DMGSRC_CREDIT (Credit Agency)
DMGSRC_ENDORSER (Endorser)
DMGSRC_HOLDER (Holder)
DMGSRC_IRS
(Internal Revenue Service)
DMGSRC_LENDER (Lender)
DMGSRC_OTHER (Other)
DMGSRC_REFERENCE (Reference
DMGSRC_SCHOOL (School)
DMGSRC_SERVICER (Servicer)
DMGSRC_STUDENT (Student)

Address Source U

Valid Address R System will update this value if:

* The original value of this field was N
(i.e., the record did not contain a
valid address), and:

¢ You update any of the address fields
during this session.

Is Address a U Select Yes or No from the dropdown

Permanent Street list.

edgrgzs;(g_r’lot a « Important: set this field to Y before
- ) updating the record (your update will

fail if the value of this field is N).

Valid Phone R System will update this value if:

» The original value of this field was N
(i.e., the record did not contain a
valid phone number), and:

¢ You update the phone number during
this session.

4. Click the Update button.
Use the Master Borrower Screen to

e access Application Detail (see page 34), and:

e view summary information concerning the borrower’s indebted-
ness.

L To WORK WITH THE MASTER BORROWER SCREEN:

1. Navigate to the desired record:

a. Log into MODEL Direct, if you have not already done so
(See page 2).
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Header
Section

Summary
Section

Application
Loan List

b. From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 28).
C. Locate the desired borrower (see page 29 - page 30).

2. From the Application List screen, select the Master Borrower
link (see page 30).

The Master Borrower screen appears:

Aissouri Direet for Educational Laans

® Person Search
Application List
Loan Detail
Demagraphics
Master Borrower
Master Student

o

ocooooo0

Hold and Release

Claims and Preclaims

Add Loan Certify Disbursements Reports CommonLine Tools
Loan InguiryUpdate PLUS Files

Far maore application details, simply click on the application 1D,

Borrower: LISAANES SEN: KA
Date of Birth: 1201601964
Address: 105.J LANE
BRAMNDOM, FL 33511
Telephone: (81 3) o 300K
Email:
Valid Address: Y
Valid Phone: A

Amount Outstanding
Stafford Subsidized: $1,833.00
Stafford Unsubsidized: $1,667.00
PLUS: $0.00
SLS: $0.00
Consolidation: $0.00
Indebtedness To Date

Undergraduate: $3,500.00
Graduate: $0.00
Total: $3,500.00
Total Guaranteed Amount. $3,500.00
Total Principal Reduction Amount: 0.00
Total Curr Default Principal OIS 0.00
Total Amount Qutstanding: $3,500.00
By Grade Level

Grade Level Amount Loan Type
04 $1,833.00 SF
04 $1,667.00 SU

Application Loan List

S Loan |Student Name! Grade | Status/ Amount | Dish. Status/ | View
Application (D | LoanID  lre T7USSN | Lewel [Status Date | Approved | Status Date Details
Pending
AMNES, LISA Approved Cisbursement
APP000850945 LOANO1008209 | SF 582.77.2300 04 12182003 $1,833.00 A
12/01/2003
Pending
AMES, LISA Approved Dishursement
APPO00850945 || 0AND1009210 | 5U 567.77.2309 04 1211812003 $1,667.00 A
12/01/2003

View Details column identifies loansfapplications you may view in detail. For privacy reasons, you may view
only the detail for loans and applications associated with your institution, i.e., your institution is the lender,
halder, semvicer or school on the application record,
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3. View the following demographic
. . . Borrower: LISA ANES SSN: OO0
information in the header sec- pate of Birth: Taariane
tlon : fdess: ;IDR;J\NLSEE FL 33511
Telephone: (B88)868-89888
o Borrower (First Name/Last Emai
Valid Address: Y
Name/MI) Valid Phone: A
o SSN
o Address
o Telephone
o E-mail
o Valid Address/Valid Phone

Note: For a discussion of address/phone validation, see
page 53.

4. In the Summary section, view the following information con-
cerning the borrower’s indebtedness:

a. Amount
Outstanding: lists borrower’s indebtedness by Loan
type (Stafford Sub/Unsub, PLUS, SLS, Consolidation)

Stafford Subsidized: $1,833.00
Stafford Unsubsidized: $1,667.00
PLUS: §0.00
SLS: §0.00
Consolidation: §0.00

b. Indebtedness to Date: lists borrower’s indebtedness

Undergraduate: $3,500.00
Graduate: §0.00
Total: §2500.00

§3,500.00
000
000
§3,500.00

Description/Notes
Undergraduate The sum of:
Loans « the Principal Balance, plus:

o Defaulted Principal Amounts Outstanding
for all loans with a grade level of:
e 0through 5
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Field Description/Notes

Graduate Loans The sum of:

o the Principal Balance, plus:

o Defaulted Principal Amounts Outstanding
for all loans with a grade level of:

e 6 through 20, or

* A through D.

Total (of both Sum of two rows above.

Graduate and

Undergraduate

Loans)

Total Guaranteed Total approved amount for all borrower loans.

Amount

Total Principal This amount is subtracted from the total amount

Reduction outstanding (see final listing in this table).

Current Default Outstanding principal in default

Principal 0/S « included in totals for Undergraduate and Graduate
balances above.

Total Amount Equals:

Outstanding (The Total Guaranteed Amount + the

Current Default Principal Outstanding) -
the Total Principal Reduction

c. By Grade Level: lists all loan balances by:

Grade Level Amount Loan Type
04 §1,232.00 SF
04 §1,667.00 =)
- Grade Level

- Amount, and:
- Loan Type

5. In the Application Loan List, view:

Application ID Loan D Loan |Student Name/ (Grade | Status/ | Amount | Disb. Status/ | View

Type SSN Level Status Date Approved | Status Date Details
Pending
AMES, LISA Appraved Dishurserment
APPD00D850945 LOADDT 009208 | SF 177797777 04 132118/2003 $1,8332.00 ¥
12/01/2003
Fending
AMES, LISA Appraved Disbursement
APP000850945 LDAD01009210 | SU T TTIT 04 1211812003 §1,667.00 ke

12/01/2003

! Click on the Application ID link to view Application Detail
(See page 34 and page 57).

Field Name Description/Notes

Application ID In format APPOOOOXXXXX
* To view Application Detail, see page 34).

Loan ID In format LOAOOOXXXXX




Field Name Description/Notes

Loan Type One of the following:
e SF Stafford Subsidized
e SU Stafford Unsubsidized

e PL PLUS
e SL SLS
e CL Consolidation
e RF Refinanced
Student Name/SSN
Grade Level One of the following:

00 Correspondence

01 Freshman/First Year

02 Sophomore/Second Year

03 Junior/Third Year

04 Senior/Fourth Year

05 Fifth Year/Other Undergraduate
06 1st Year Graduate/Professional
07 2nd Year Graduate/Professional
08 3rd Year Graduate/Professional
09 4th Year Graduate/Professional
10 5th Year Graduate/Professional
11 6th Year Graduate/Professional
12 7th Year Graduate/Professional
13 8th Year Graduate/Professional
14 9th Year Graduate/Professional
15 10th Year Graduate/Professional
16 11th Year Graduate/Professional
17 12th Year Graduate/Professional
18 13th Year Graduate/Professional
19 14th Year Graduate/Professional
20 15th Year Graduate/Professional

Loan Status/Status The following are valid values for loan status:
Date o Approved

e Approved For Disbursement

e Incomplete

* Rejected

Amount Approved

Disbursement Status/ Current Loan Status, and date current status was
Date established.

Disbursement Status can be one of the following:
o All Disbursements Fully Canceled

e Fully Disbursed

¢ Pending Disbursement

o Partially Disbursed

View Details A'Y in this field indicates that you can view Application
and Loan Detail for this account.

6. Do you want to view Application Detail?
No: The procedure is complete.
Yes: Click on the Application ID link (See figure on page 56).
The Application Detail window appears (see page 34).
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Working with the Use the Master Student Screen to:
Master Student Screen . L .
¢ View Demographic information about the student,
¢ View enrollment information, and:

e Access Application Detail (see page 34).

(0 To WORK WITH THE MASTER STUDENT SCREEN:

1. Navigate to the desired record:
a. Log into MODEL Direct, if you have not already done so
(See page 2).
b. From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 28).
C. Locate the desired borrower (see page 29 - 30).
2. From the Application List screen, select the Master Student
link (see page 30).

The Master Student screen appears:

W’f A Password
Missouri Direct for ;y Logout

Add Loan Certify Dishursements Reports CommonLine Tools
e Person Search Loan Inquiry/Update PLUS Files
g tuagﬁggglum For more application details, simply click on the application ID
o Demographics
© Master Borrower Student: KIMBERLY N JOHNSON SSN: 000-00-0000
© Master Student o
@ Claims and Preclaims DatelorBirth: DEREAE
© Hold and Release Address: 000 A QUARTERS
QUANTICO, WA 22134

Phone Number: (703} 000-0000

Email:

Valid Address: A

Valid Phone: Y

MDHE Hotified Date: 0B/04/2003

Holder Notified Date:

Last School Attended: PARK UNIVERSITY

School OE Code: 002498

School Branch: o0

Current Enroliment Status: Withdrawn

Enroliment Status Date: 037162003

Anticipated Graduation Date: 06/01/2004

Application Loan List

- Loan |Borrower Name/ (Grade |Statusi Amount iew
Appiication I Loan ID Type |SSN Level |StatusDate Approved  Details
JOHMSOM, laproved
APPO00574248 LOADDD7O1071 | BF  |KIMBERLY 05 0712912002 $4,125.00 ks
196-86-4166

View Details column identifies loansiapplications you may view in detail. For privacy reasons, you may view
anly the detail for loans and applications associated with yvour institution, i.e., your institution is the lender,
holder, servicer ar school on the application recard
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3. View the following Demographic Information:

Field Name Description/Notes

Student
SSN
Date of Birth
Address
Phone/Email
Valid Address/Valid Y indicates that the borrower has provided a valid
Phone address/ phone
¢ For a discussion of address/phone validation, see
page 53.

4. View the following Enrollment information:

Field Name Description/Notes

MDHE Notified Date Date guarantor was notified of student enrollment

Holder Notified Date Date holder was notified of student enroliment

Last School Attended/
OE Code/Branch

Current Enroliment Valid values are:
Status/Current  Approved Leave of Absence
Enrollment Status Date o Deceased

¢ Enrolled Full Time

¢ Graduated

¢ Enrolled Half Time or More

¢ Enrolled Less Than Half Time
¢ Not Available

e Withdrawn

¢ Never Attended

Anticipated Graduation As reported by school
Date

5. In the Application Loan List, view:

Application ID Loan D Loan |Student Name/ (Grade | Status/ | Amount | Disb. Status/ | View

Type SSN Level Status Date Approved | Status Date Details
Pending
AMES, LISA Appraved Dishurserment
APPD00D850945 LOADDT 009208 | SF 177797777 04 132118/2003 $1,8332.00 ¥
12/01/2003
Fending
AMES, LISA Approved Dishurserment
APPD0O0D850945 |pAONDT009210 | SU 177777777 04 121182003 $1,667.00 ¥
12/01/2003

! Click on the Application ID link to view Application Detail
(See page 34 and page 57).
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Field Name Description/Notes

Application ID

In format APPOOOOXXXXX
« To view Application Detail, see page 34).

Loan ID

In format LOAOOOXXXXX

Loan Type

One of the following:

e SF Stafford Subsidized

e SU Stafford Unsubsidized
PL PLUS

SL SLS

CL Consolidation

RF  Refinanced

Student Name/SSN

Grade Level

One of the following:

e 00 Correspondence

e 01 Freshman/First Year

02 Sophomore/Second Year

03 Junior/Third Year

04 Senior/Fourth Year

05 Fifth Year/Other Undergraduate
06 1st Year Graduate/Professional
07 2nd Year Graduate/Professional
08 3rd Year Graduate/Professional
09 4th Year Graduate/Professional
10 5th Year Graduate/Professional
11 6th Year Graduate/Professional
12 7th Year Graduate/Professional
13 8th Year Graduate/Professional
14 9th Year Graduate/Professional
15 10th Year Graduate/Professional
16 11th Year Graduate/Professional
17 12th Year Graduate/Professional
18 13th Year Graduate/Professional
19 14th Year Graduate/Professional
e 20 15th Year Graduate/Professional

Loan Status/Status
Date

Following are valid values for loan status:
e Approved

e Approved For Disbursement

e Incomplete

¢ Rejected

Amount Approved

Disbursement Status/
Date

Current Loan Status, and date current status was
established.

Disbursement Status can be one of the following:
« All Disbursements Fully Canceled

e Fully Disbursed

¢ Pending Disbursement

o Partially Disbursed

View Details

A'Y in this field indicates that you can view Application
and Loan Detail for this account.

6. Do you want to view Application Detail?

No: The procedure is complete.
Yes: Click on the Application ID link (see figure on page 56)
The Application Detail window appears (see page 34).
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Working with Claims MODEL Direct allows you to view a borrower’s claim and/or preclaim
and Preclaims records.

(0 To WORK WITH THE CLAIM AND PRECLAIM SCREEN:

1. Navigate to the desired record:
a. Log into MODEL Direct, if you have not already done so
(See page 2).

b. From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 28).
c. Locate the desired borrower (see page 29 - page 30).
2. From the Application List screen, select the Claims and Pre-
Claims link (see page 30).

The Claim/Preclaim screen appears:

=l
Add Loan Certify Disbursements Reports CommonLine Tools
Loan InguiryUpdate PLUS Files
* Person Search SSN: 000-00-0000
Application List
o e Name: ALEXANDER CHARAL
o Demographics
o Mlaster Barrgwer Toview a claim or preclaim detail, click on the 1D
o Master Student
© Claims and Preclaims  praClaims
< Hold and Release [E—
D Date ‘Luan Group |Amuunl (USH]
PRC000358558 fotizi2003)  &F | s1g387.18 ||| OF
PRCOONZ0898E 0692001  &F | $17.458.23 || OF
PRC000034842 fow30r99s| sF | s16,065.10 | OF
PRCOON023807 022071898  &F | $15.838.78 || OF
PRC000024950 fozzon9as| sF | 1593978 || OF
brOz06E7581390010 101811898 | 5F | §15,412.16 | DF
PRO206675913900409/2011898 | sF | $15412.16 || DF
Claims L
D Date |Luan Group ‘nmuum Us$) ‘Type |Sta|us
|cLmopopszizt Jorsizons | sF [ 1812021 [OF [ P
-]
I
Click on the Claim ID Note: the PreClaim type can be one of the following:
r PreClaim ID link t :
0. gC a'l d ° DF (delinquent on monthly payments),
view detail data (see - DQ (delinquent on payments less frequent than monthly),

pages 63 and 65). and
- SK (skip trace assistance for account not otherwise
eligible for pre-claim assistance).
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3. In the Claim and/or PreClaim grid, view the following:

Field Name Description/Notes

ID

o PreClaim IDs have a CLM prefix
e Claim IDs have a CLM prefix

Date

Date Claim/Preclaim was received by guarantor

Loan Group

One of the following:

e SF Stafford Subsidized

e SU Stafford Unsubsidized
e SX Stafford -Sub/Unsub
e CL Consolidation

e PL PLUS

e RF Refinanced

e SL SLS

Amount (US$)

Amount (in U.S. Dollars) of Claim /PreClaim.

Type

For PreClaims: One of the following:

e DF Default

e DQ Default Less Freq than 1 month

e SK Skip

For Claims: One of the following:

e BC Bankruptcy, Chapter 12 or 13

e BH Bankruptcy, Hardship Petition

e BO Bankruptcy, Chapter 7 or 11

e CS Closed School

e DB Default prior to Bankruptcy Notification

e DE Death

e DF Default, Failure to Make Monthly Payments
e DI Disability, Total and Permanent

e DQ Default, Failure to Make Quarterly Payments
e DU Abbreviated Cure

e FC False Certification

e IN Ineligible

e UR Unpaid Refund

Status

For PreClaims: One of the following:
e AC Active/Complete

e AI  Active/Incomplete

e CL Claim Filed

e RC Recalled

e SS  Superseded

e TO Timed Out

e UR Untimely/Rejected

For Claims: one of the following:
e AP  Approved for Payment

e IP  In Process

e PD Paid

e RI  Reinstated

e R} Rejected

e RP Repurchased

e RT Returned

e SP  Scheduled for Payment

e UP Urgent Payment
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Viewing PreClaim
Detail

No: go to step 5.

4. Do you want to view PreClaim detail?

Yes: click on the PreClaim ID link for the desired PreClaim:

PreClaims
| iy Date \LuanGrnup|Amnunt(U5$)|Type Status
I\ proonoasasas  foizona| s [ gieserae [oF [ ool

The PreClaim Detail screen appears:

Missouri Direct for Educ

Add Loan
Loan InguiryUpdate PLUS

000-00-0000
ALEXAMNDER CHARAL

+ Person Search SSN:
Anplication List
Loan Detail

Demographics PreClaim
Master Borrower

o

Name:

Certify Dishursements Reports CommonLine Tools

Claims and Preclaims PR D

o
o
o
o Master Student
o
© Hold and Release

Loan Group,
Status:
Senicer Mame:
Servicer OE
Holder OE
Total Balance

Monthly Payment Amt:

PreClaim Loans

Receive Date:

PreClaim Type:

Holder Marme:

Frincipal Balance:

Payment Due Date:

Loans Matched:

PRCO0D358558
0172172003

SF (Stafford Subsidized)
DF (Defaulty

CL {Claim Filed)

: Ballie Mae Servicing Corporation

700181

CHASE MANHATTAN BAMK USA
833253

§18,387.18

$18,387.18

1072812002

$77 66

v

Loan Type.

Criginal Guaranteed Amt:

Loan Type.

Criginal Guaranteed Amt:

Loan Type.

Criginal Guaranteed Amt:

Loan Type.

Criginal Guaranteed Amt:

Loan Type.

Criginal Guaranteed Amt:

ASA Loan ID:

1st Dishursement Date:

ASA Loan ID:

1st Dishursement Date:

ASA Loan ID:

1st Dishursement Date:

ASA Loan ID:

1st Dishursement Date:

ASA Loan ID:

1st Dishursement Date:

LOAHO20667591005
SFiStafford Subsidized)
117211985

$2,650.00

Reported Prinicpal Balance Amaunt: §2,846.78

LOAHO20667591001
SFiStafford Subsidized)
097231982

$2,625.00

Reported Prinicpal Balance Amaunt: $2,820.10

LOAHO20667591002
SFiStafford Subsidized)
091151933

$3,500.00

Reported Prinicpal Balance Amaunt: §3,749.07

LOAHOZ0667591003
SFiStafford Subsidized)
0272411934

$5,500.00

Reported Prinicpal Balance Amaunt: $5,909.83

LOAHO20667591006
SFiStafford Subsidized)
01/10M1936

$2,850.00

Reported Prinicpal Balance Amaunt: $3,061.34

Files

Detail of the
PreClaim

Detail of the
individual
loans
covered by
the PreClaim

Loan Inquiries and Updates in MODEL Direct
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a. View the following PreClaim information:

Field Name Description

PreClaim ID ¢ PreClaim IDs have a PRC prefix
e Claim IDs have a CLM prefix

Receive Date Date Claim/Preclaim was received by guarantor

Loan Group One of the following:

SF  Stafford Subsidized
SU Stafford Unsubsidized
SX  Stafford -Sub/Unsub
CL Consolidation

PL PLUS

RF  Refinanced

SL SLS

DF Default
e DQ Default Less Freq than 1 month
e SK Skip

PreClaim Type

Status One of the following:

e AC Active/Complete
e AI  Active/Incomplete
e CL Claim Filed

¢ RC Recalled

e SS  Superseded

e TO Timed Out

UR  Untimely/Rejected

Servicer Name/OE Code

Holder Name/OE Code

Principal Balance

Total Balance

Payment Due Date

Monthly Payment Amt

Loans Matched A'Y in this field indicates that loans were
matched to the preclaim (see following sidebar)

b. View the following information for associated loan:

Field Name Description

Loan ID In format LOAOOOOXXXXX

Loan Type One of the following:

SF  Stafford Subsidized
SU  Stafford Unsubsidized
SX  Stafford -Sub/Unsub
CL Consolidation

PL PLUS

RF  Refinanced

SL SLS

1st Disbursement Date

Original Guaranteed Amt

Reported Principal Bal. Amt Balance as of time PreClaim was filed




Viewing Claim Detail

No: the procedure is complete.

5. Do you want to view claim detail?

Yes: click on the Claim ID link for the desired claim:

PreClaims

Ly

Date \Luan Group |Amnunt us$) |Type Status

|
I\ ProOnOasasas  Woizona | aF

["s18387.18 [DF [ cL

The Claim Detail screen appears:

Missouri Direct for Edy

/74
—

BOSTON COLLEGE Add Loan Certify Disbursements Reports CommonLine Tools
Loan  InguiryUpdate PLUS Files
* Berson Search SSN: 000-00- 0000
g f%w Name: ALEXAMNDER CHARAL
o Demographics Claim —
© Master Borrower
O R Claim ID: CLMO000S71 21
o Hold and Release Receive Date: 107152003
Associated PreClaim ID: PRCO003538558
Loan Group: 5F (Stafford Subsidized) .
Claim Type: DF (Default, Failure to Make Manthly Pavments) Detall Of the
Claim Status: IP {In Process) C|a|m
Status Date: 10/22/2003
Principle Claimed: $18,129.21
DCO Date: 10/28/2002
Rearctivated Date:
Paid Date:
Paid Amount: §0.00
T e Free form
comments
PAY 12/02 STAF WIORIG NOTE. IB
— entered by
Claim Loans ClaimS
processor
ASA Loan ID: LOAHO20667591005
Loan Type: SFiStafford Subsidized)
1st Dishursement Date: 11/21/1995
Criginal Guaranteed Amt: $2 650.00
Reported Prinicpal Balance Amaunt: $2,806.76
——
ASA Loan ID: LOAHO20667591001
Loan Type: SFiStafford Subsidized)
1st Dishursement Date: 09/23/1992
Criginal Guaranteed Amt: $2 625.00 ————
Reparted Prinicpal Balance Amount. $2,779.89 Detail of the
- individual
ASA Loan ID: LOAHO20667591002
Loan Type: SFiStafford Subsidized) |OanS
15t Dishursement Date: 09151993 Covered by
Criginal Guaranteed Amt: $3,500.00 .
Reported Prinicpal Balance Amaunt: $3,697.42 the Clalm
ASA Loan ID: LOAHO20667591002
Loan Type: SFiStafford Subsidized)
1st Dishursement Date: 08/24/1994
Criginal Guaranteed Amt: $5,500.00 ———
Reported Prinicpal Balance Amaunt: $5,826.82
—
ASA Loan ID: LOAHO20667591006
Loan Type: SFiStafford Subsidized)
1st Dishursement Date: 011001996
Criginal Guaranteed Amt: $2,850.00
Reported Prinicpal Balance Amaunt: $3,018.32
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Associating a
PreClaim with a
Claim...

While not required, a Claim
may have an associated
PreClaim,

¢ The following PreClaim
types cannot be linked to an
incoming claim:

- Skip
- Superseded
- Recalled

¢ A Claim may be associated
with a PreClaim that is
already associated with one
or more other Claims.

e The loan groups on the
Claim and PreClaim must be
of the same loan type.

¢ The Preclaim original
received date must be within
330 days of the Claim
received date.

¢ If more than one PreClaim
match is found for a Claim,
the Claim is associated with
the PreClaim that has the
most recent received date.

a. View the following claim information:

Field Name Description

Claim ID

In format CLMOOOOXXXXX.

Receive Date

Date Claim was received by guarantor.

Associated PreClaim
1D

MODEL Direct matches the person code on the
claim with the person code of an existing
PreClaim record.

Loan Group One of the following:
e SF Stafford Subsidized
e SU Stafford Unsubsidized
e SX Stafford -Sub/Unsub
e CL Consolidation
e PL PLUS
e RF Refinanced
e SL SLS

Type e DF Default

e DQ Default Less Freq than 1 month
e SK Skip

Status/Status Date

One of the following:

e AC Active/Complete
e Al  Active/Incomplete
e CL Claim Filed

e RC Recalled

e SS  Superseded

e TO Timed Out

¢ UR Untimely/Rejected

Principal Claimed

Amount of principal claimed by holder.

DCO Date

Date condition occurred

e For certain claims (for example, a bankruptcy
claim), the claim must be filed within a certain
time period after the date the condition
occurred.

Reactivated Date

The date a previously returned or rejected claim

is resubmitted to the guarantor.

e When a claim is resubmitted, its status is
changed to IP (in process) and is considered
to be reactivated.

Paid Date/Paid
Amount

Amount paid be guarantor to holder.

b. View comments (if entered), from the original claims pro-

cessor:

Comments

FAY 12/02 STAF WIORIG NOTE. 1B
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c. View the following information for associated loans:

Field Name Description

Loan ID In format LOAOOOOXXXXX.

Loan Type One of the following:
e SF Stafford Subsidized

e SU Stafford Unsubsidized
e SX Stafford -Sub/Unsub
e CL Consolidation
e PL PLUS
e RF Refinanced
e SL SLS

1st Disbursement Date

Original Guaranteed Amt

Reported Principal Bal. Balance as of time PreClaim was filed

Amount

Viewing Hold 0 To viEw HoLD INFORMATION:

Information
1. Navigate to the desired record:
a. Log into MODEL Direct, if you have not already done so
(See page 2).

b. From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 28).
c. Locate the desired borrower (see page 29 - page 30).
2. From the Application List screen, select the Hold/Release
link (see page 30).

The Loan List appears:

Logout S

Add Loan Certify Dishursements Reports CommonLine Tools
« Person Search Loan  InguiryUpdate  PLUS Files
List To hold & release detail, select the Loan 1D

o
o Loan Detail

o Demographics
o Master Borrower

S8N: TTT-TT-TITT

o Master Student MName: LISA ANES
o Claims and Preclaims

o Hold and Release =
ertified
Loanip 0" Amount Receive B's
e | pate Approved Date Sl S
Application ID: APPO0DES0%45

$1,633.00 Pending
— |LOAEI[I1EI[IBZ[IB‘ sF |1 o an0s ‘wzmmnus ‘D‘Sbwsemm ‘umwznna ‘Y ‘Y

$1,667.00 Pending
|LOAEI[I1EI[I921EI‘ su |1 o an0s ‘wzmmnus ‘D‘Sbwsemm ‘umwznna ‘Y ‘Y

This page only displays those approved loans for which you have view permission

Click on a Loan ID link to access Hold/Release
information for a given loan.
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3. If desired, view the following:

Field Name Description

Loan ID In format LOAOOOOXXXXX

Loan Type One of the following:
e SF Stafford Subsidized
e SU Stafford Unsubsidized

e SX Stafford -Sub/Unsub
e CL Consolidation
e PL PLUS
e RF Refinanced
e SL SIS
Approved/Certified Amount/
Date Approved
Application Receive Date
Disbursement Status/ Current Disbursement Status, and date current
Disbursement Status Date status was established.

Disbursement Status can be one of the following:
o All Disbursements Fully Canceled

e Fully Disbursed

¢ Pending Disbursement

e Partially Disbursed

B Borrower Indicator (a Y in this field indicates that
this individual is the borrower of record on the
corresponding application).

S Student Indicator (a Y in this field indicates that
this individual is the student of record on the
corresponding application).

4. Click on the desired Loan ID (see above figure).
The Loan Detail screen appears (see page 47).

5. In the Disbursement area, view hold information (see page
48).




CHAPTER 4 WORKING WITH PLUS LOANS AND
CREDIT CHECKS

MODEL Direct makes it easy for you to:
e Enter a Credit Approval,
e [Initiate a PLUS Loan, and:

e Review an Applicant’s pending SCRs (School Certification
Requests).

Entering a Credit (0 To ENTER A CREDIT APPROVAL:
Approval

1. Log into MODEL Direct, if you have not already done so (See
page 2).

2. From the MODEL Direct Home Page, select the PLUS/Credit
Approval Link:

Te—

Loan InquiryUpdate PLUSCredit Approval | Reports  Tools

AddLoan  Loan InquirylUpdate PLUS/Credit Approval  Reports  Tools

O FlCaEn N
& ListofPending PLUS Loans

3. Click the Enter Credit Approval link.

You'll see the following:
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Ktissourt Direet for Educatio

Y /7/7/74
= E/

Loan InquiryUpdate PLUSICredit Approval Reports Tools
Please enter the harrower's S8M or Name

+ Enter Credit Approval
o [nitiate PLUS Loan
« Listof Pending PLUS Loans Social Security Number:|000000000

Last Name: W
First Name: lJohn— Ml:l—
Date of Birth: a4

Search ﬂl

4. Enter one of the following:
o an SSN, or:
o a name and/or date of birth combination.

Note: you must enter a minimum of last name, and two char-
acters of the first name.

5. Click the Search button.

6. Do you see a window similar to the following?.

MO

Aisscniel Direct for Educational Loam

Addloan  Loan InquiryUpdate PLUS(Credit Approval ~ Reports  Tools
Based on the data entered, a matching record could not be found, please resubmit your information or
o Enter Credit Aproval contact ASA's Call Center at 1-800-339-0080 for assistance.
o |nitiate PLUS Loan
e ListofPending PLUS Loans
List of Pending PLUS Loans Ifthe data you entered was correct, and you would like to provide Information for this borrower, you may

*Continue’ to do 0 of you cah “Cancel’ your aperation to search again

Continue Cancel

Yes: no application exists for the borrower.

If you want to... do this...

Re-enter your search criteria Click the Cancel button.

Enter a credit approval for this borrower Click the Continue button.
(and enter an application at a later time)

No: You'll see the following:

Addloan  Loan InquiryUpdate PLUS/Credit Approval  Reports  Tools
SSN | LastMame | FirstName | Middieinitial | DateofBirth |
546-37-1887 f|Ruelas [Tonya [ M [0zi2411988 |

1 ratch were found

Click on the SSN link. You'll see the following:




—

Loan InquiryUpdate PLUSICredit Approval Reports  Tools
« Enter Credit Apatoval LastNeRpjAdams
« Initiate PLUS Loan Frsthames [Jonn mefa

» ListofPending PLUS Loans
SSN: 000-00-0000

girth Date: [08 ([23 (froes
Address Line 1: [35 Quincy 5t
AddressLinez:[

city:[uney State: [MA - Massachusetis ¥]
zipCode: [02158 | Country: [UsA
Phone Number: [(617) 3286556
Lender Code: [805317 =]

CreditBureau: [EQUIFAX =]
Crodt Approval [—— | [——

Submit Reset

7. If desired, view and/or enter the following:

Field Name Description/Notes

SSN

Last Name/First Name/MI |

Date of Birth

Address Line 1

Address Line 2

City/State/Zip/Country Select a State from the dropdown list.

Phone Number

Lender Code

8. Do you have a credit approval date?
Yes: Do the following:
a. In the Credit Bureau field, select the credit bureau from
the dropdown list (Equifax, TransUnion, Experian).

b. Enter the Credit Approval Date (in MM/DD/YYYY for-
mat).

No:

o In the Credit Bureau field, select Unknown from the drop-
down list.

9. Click the Submit button.
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Initiating a PLUS Loan L To INITIATE A PLUS LOAN:

1. Log into MODEL Direct, if you have not already done so (See
Before you page 2).

Begin...

2. From the MODEL Direct Home Page, select the PLUS/Credit
If you already have a school .
certification in hand, do not Approval Link.

perform this procedure.

Use the Add PLUS Loan

procedure described on page

14.

¢ For more information on the
differences between the two
procedures, see the sidebar
on page 14.

Loan Inquiry/Update PLUS/Credit Approval Reports  Tools

Add Loan

AddLoan  Loan InquiryUpdate PLUSICredit Approval  Reports  Tools

o Initiate PLUIS Laan

3. Click the Initiate PLUS Loan link.

You'll see the following:

W—.’ A Password
Aisscusrt Direct for Educaiional Loans Logout s

AddLoan  Loan InquiryUpdate PLUS(Credit Approval  Reports  Tools
Please note, the applicant for the Federal PLUS Ioan must be the parent or legal guardian of a dependent,
« Enter Credit Approval undergraduate student. Please enter the borrower and student's Social Security number below.

= Initiate PLUS Loan
» ListofPending PLUS Loans
Please Enter Borrower's Social Security:

Please Enter Student’s Social Security:
Search | Reset

4. Do the following:
o Enter the borrower and student’s SSN, and:
o Click the Search button.

You'll see the following:
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5.

Important - Not
all schools...

allow lenders or borrowers to

initiate PLUS loans.

If this is the case for the school

you select, you'll see the

following message:

The School you have

selected <name of school>

does not participate in this
service, or you may be
choosing an incorrect
school code. You may
select another school code
by clicking OK, or return to
the Lender Welcome Page
by clicking Cancel”

» If you continue to get this
message - or believe to be
getting it in error - contact
your Client Services
Representative.

7.

6.

Add Loan Reports  Tools

Toinitiate the loan pracess, you must first select the state of the school that the student is aftending. Next
selectthe school frarm the Second dran down menu.

PLUS/Credit Approval

Loan InquiryUpdate

« Enter Credit Approval
o Initiate PLUS Loan
o ListofPending PLUS Loans

The schaol may require that they cerify the Inan before AMERICAN STUDENT ASSISTANCE can perform a
eredit check. If s, we will not be able to proceed without the school certification. For assistance please
contactyour school's financial aid office of call AMERIGAN STUDENT ASSISTANGE at 1-800-393-90680

Croose the State wherethe [ s ———]
schaol s located: |°1212 5218

Select a State from the dropdown menu.

The screen refreshes, and you see the following:

—

Add Loan

Reports  Tools

Loan InquiryUpdate PLUS/Credit Approval

To initiate the loan process, you must first select the state of the school that the studentis attending. Mexd select the

* Enter Credit Approval school frorm the second drop down menu

 Initiate PLUS Loan

Listof Pending PLUS Loans
* The sehoal may require that they cerify the |0an before American Student Assistance can perform a credit check. I so, we

will not e able to proceed withaut the schoal certification. For agsistance please contact your school's inancial aid office
or call American Student Assistance at 1-800-833-3080

Choose the State

where the school [Massachusetis (MA) =
| Choose a Schook: [Select o School =

Continue

J o]

Do the following:

o Select a school from the dropdown menu (see previous figure),
and:

o Click the Continue button.

You'll see the following:

Reports  Tools

Add Loan Loan InquiryUpdate
Choose a Full Service Lender

PLUS/Credit Approval

« Enter Credit Approval
« Initiate PLUS Loan

o ListoiPendingPLUS Loans  The following is alistof all lenders that American Student Assistance currently works with. Ifyour preferred
lending institution is not shown, please contact them ditectly. Before making 3 selection from the fallowing
lenders, please contact your financial aid office for processing procedures.

Selected School:  WHEATON COLLEGE

Choose your Lender: | FLEET BANK (802176) B
_oortinue | L

Do the following:

o If necessary, select a different branch code from the dropdown
list, and:

Working with PLUS Loans and Credit Checks
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Note: fields

o Click the Continue button.

The Borrower screen appears:

with an asterisk
next to them
are required.

MO =
4 or ‘oane Logout
AddLoan  Loan InquiryUpdate PLUSICredit Approval  Reports  Tools
« Enter Credit Aproval Borrower
« Initiate PLUS Loan
o ListorPending PLUS Loans  Rernemper, the PLUS 1oan Borrower s the parent or 3 18031 gUATdIan of 3 dependent, undergraduate student
SSN: 000-00-0000
Last Name*: [Bush
First Name*: [Jahn m:
Perm. Address’: [85 Rochester way
Address Line 2: |
city’: [icansa City state’: MO - Missouri -
Zip Code: |44184 Country:
Phone Number: [6165551212 Email:
Driver License Number: 08732 Drtver LIERNSe [MO - Missoun -
BirthDate: [08 ;[30 4[1o55
() Loan Period Start bate GE] 2003 Loan Period End Date 17 2004
(MMICCYY): ! (MRICCYY): g
School Name: WHEATON COLLEGE
School Code: 00222700 School State: M4
Lender Name: FLEET BANK
Lendler Code: 802176
Requested Loan Amount*: [15000
W ! = Alien I for Non- ———————
Citizenship Status: [US Citizen o
Employer Name: [Tempest Inc
Employer City: |iansas City Employer State: | MO - Missouri 2
Emplover Phone Number: [3165554444

8. Enter or view the following:

Field Required? Notes

Borrower SSN N/A Read Only

Borrower Last Name/First see note Last Name and First Name

Name/MI are required

Borrower Perm Address Y

Borrower Address Line 2 N

Borrower City/State/Zip see note City, State and Zip Code are

Code/Country required

Phone Number N

EMail N

Driver’s License Number N

Driver’s License State N Select the state/territory
from the dropdown list.

Birth Date Y Enter in format MM/DD/

YYYY
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Field Required? Notes

Loan Period From/to Date Enter in format MM/YYYY

School Name/Code/State N/A Read Only (based on items
you previously selected.

Lender Name/Code

Requested Loan Amount Y

Citizenship Status N Select either US Citizen or
Qualified non-citizen
from the dropdown list.

Alien Registration Number See note Non-Citizens only: Enter

your Alien registration
number (in form Axx-xxx-
XXX)

Employer Name/City/Phone/ N
State

9. Click the Continue button.

The Student screen appears:

C—

AddLoan  Loan InquinyUpdate PLUS(Credit Approval  Reports  Tools

« Enter Credit Approval Student
o Initiate PLUS Loan

s ListofPending PLUS Loans Lasmame.li

firsthame=: [ ome[

SSN: 000-00-0000

Birth Date: s ;
Continue

(KN

10. Do the following:

o Enter the student’s Last Name/First Name/MI/Date of Birth,
and:

o Click the Continue button.

You'll see the following:
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Information you
have submitted

Select an option for
MPN Processing
(See step b)

Click the Edit button
to reactivate the
wizard, and change
what you've entered
(see step 11a)

e

* Enter Credit Appraval
* |nitiate PLUS Loan

o Listof Pending PLUS Loans

Add Loan Loan InguiryUpdate
Please verify the information below. You may either editthe information, save it or cancel this update.

PLUS/Credit Approval Reports  Tools

Please note that any blank fieldts) may prevent your loan from being approved and disbursed to the sshool

Lender Information

[Lender code [202178 |

[Lender vame [FLEET BANK |
School Information

School Name WHEATON COLLEGE

Schoal Code 00222700

School State MA

Borrower Information

Last Name Bush

First Name John

Midde Initial

SSH 000-00-0000

Address Line 1
Address Line 2

85 Rochester Way

City Kangas City
State e}

Zip Code 44184
Country

Phone Mumber
E-mail Address

(816) 955-1212

Date of Birth 0943011855
Driver's License State Mo

Driver's License Number MOBTa2
Citizenship Status Usg Citizen
Alien 1D Nurnber (i nore-citizen)

Employer Name Tempest Inc
Employer City Kansas City
Employer State Mo
Employer Phone (81 6) 555-4444
Loan Period Start Date(MM/CCY') 092003
Loan Period End DatedMM/ICCYY) 05/2004
Renuested Loan Amount $15,000.00

Student Information

LastMame Bush

First Name Kathym
Middle Initial

N 000-00-0000
Date of Birth 09/107/1985
Citizenship Status

lien 1D

Are you eurrently in default on a federal
education loan or do you owe a refund on
a federal student grant?

@ Please select one of the following:

=

@Dn wou wanit to download the application and print it yourselr?

@DO you want ASA to print the application and mail it to the borrower?
Do you alreaty have a completed application?

Save | Edit| Cancel

n
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Complete your submission as follows:

a. Review the information you've entered:

If you... do this...

have enter all information
correctly

Gotostepb

need to edit information

1. Click the Edit button
2. Repeat steps 5 through 10
3. gotostepb

b. Determine how you want to process your MPN by select-

ing one of the following:

@ Please select one of the following:

(@b you want to download the application and print i yourseir? <

(Dbo you want ASA to print the application and mail i to the horrower?
Do you already have a completed application?

Save | Edit|_Cancel

Option Comments

Do you want to download the
application and print it
yourself?

Selecting this option, pending credit

approval, will allow you to download the

PLUS MPN with pre-filled information.

e The borrower is then required b to
sign, date and mail the application to
the address provided.

Do you want <the guarantor>
to print the application and
mail it to the borrower?

If the borrower has approved credit,

select this option to have the guarantor

print and mail a PLUS MPN to the

borrower.

e The borrower is then required b to
sign, date and mail the application to
the address provided.

Do you already have a
completed application?

Use if the borrower has already
completed a paper application, and no
MPN printing is necessary.

c. Click the Save button.
You'll see the following:

—

Add Loan

» Enter Credit Appraval
* Initiate PLUS Loan
o Listof Pending PLUS Loans

Loan InquiryUptiate PLUSKCresit Approval  Reports  Tools

Ametican Student Assistance can not approve the PLUS [oan request atthis time, unless the lender takes
respansibility for the credit decision. As the lender (or lender's representative), you can choose to enter a
credit decision atthis fime; othenwise, this requestwill not be pracessed

Do youwish to enter a credit decision?

Working with PLUS Loans and Credit Checks
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If you are a non
preapproval
lender...

Select the No button, as credit
checks are not necessary for
non pre-approval lenders.

Viewing Pending PLUS
Loans

12. Do you want to enter a credit approval?
No: click the No button.
o You will be returned to the main menu, and:
o The system will perform a credit check.

Yes: Click the Yes button. You'll see the following window:

Logout

Te—

Loan InguiryUpdate PLUS/Credit Approval Reports Tools
« Enter Credit Aparoval LastNapjjadams
« Initiate PLUS Loan FirstMame's[Jom Mo

# Listof Pending PLUS Loans
SSN: 000-00-0000

Birth Date*: |03 1|23 i|1985
Address Line 1: |35 Quincy 5t

Address Line 2:
City: [Quiney State: [MA - Massachusetts  ~
Zip Code: [021569 Country: [USA

Phone Number: |(f17) 328-5555
Lender Code*: | 805317 -

Credit Bureau: | EQUIFAX j

Credit Applr)l-;: T —
Submit |  Reset

Enter the credit approval as follows:

a. In the Credit Bureau field, select the credit bureau from
the dropdown list (Equifax, TransUnion, Experian, or
Unknown)

b. If available, enter the Credit Approval Date (in MM/
DD/YYYY format).

c. Click the Submit button.

Q

To VIEwW A BORROWER'S PENDING PLUS LOANS:

1. Log into MODEL Direct, if you have not already done so (See
page 2).

2. From the MODEL Direct Home Page, select the PLUS/Credit
Approval Link.
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Add Loan

Loan InquiryUpdate PLUSCredit Approval | Reports  Tools

You'll see the following:

bsscnarl Direct for Fducatio

« Enter Credit Approval
# |nitiate PLUS Loan

# ListofPending PLUS Loans

Reports

AddLoan  Loan InquinyUpdate PLUSCredit Approval Tools

American Student Assistance can not approve the PLUS oan request at this time, unless the lender takes
responsibility for the credit decision. As the lender (or lender's representative), you can choose to enter a
credit decision at this time; otherwise, this request will not be processed

Do vouwish to enter a credit decigion?

ves| io|

3. Click the List of Pending PLUS Loans link.

You'll see the following:

-./

« Enter Credit Approval
# |nitiate PLUS Loan
# ListofPending PLUS Loans

Reports

AddLoan  Loan InquinyUpdate PLUSCredit Approval Tools

Please enter the borrower's SSh or Name. If search is perfarmed utilizing name please enter entire last
name and a minimum of two characters of the first name

Social Security Number:

Last Name:
First Name: Mz
Date of Birth: J I

Search Reset

4. Do the following:

a. Enter either:
- an SSN, or:

- a name/date of birth combination.

Working with PLUS Loans and Credit Checks
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b. Click the Search button.

If the individual has pending PLUS Loans: you'll see
the following:

AddLoan  Loan Inquirylipdate PLUSICredit Approval  Reports  Tools

" [ SSN [ Lasthame | Firsthame | Middiemitial | DateofBith |
« Enter Credit Approval
o Initiate FLUS Loan [ 000-00-0000  [HUME [ROBERT [ = [o7men950 |

 ListofPending PLUS Loans
1 match were found,

5. Select the SSN link.

You'll see a list of pending School Certification Requests for the
individual:

Y //7/7/74

e Enter Credit Approval
o Inifiate PLUS Loan
« ListofPending PLUS Loans

AddLean  Loan InquiryUpdate PLUS/Credit Approval  Reports  Tools
This is a list of your loans awailing certfication from the schaals.

StudentName  Borrower Name

SCRcode  SwdentSSN  BorowerSSN  Sehool Loan  Gregit status

Feriod*
StudentDOB  Borrower DOB
MICHAEL T ROBERT G
scononioass o HLHE iféﬂ%‘? o DI et
S55-55-5555  SEE-SEESSE f—
061741984 07i0GA1950
DAVID P HUME ESEERT ° UNIVERSITY OF TR -
SCQO00010392 555-55-5555  555.55.5565 HARTFORD gsragpg "PProved
001422
DaizErBEs 07i06H 950
ROBERTUHUME FORERT® UNVERsTY OF o
SCAN00010391 §56-55-5555 se5.5.5555 | ITORD na/znuar Approved
001422
03i09/1982 b

"Loan Period 32 entered by the bormuer. The Zcho can amend this

6. View the following:

o

0O O O O

Student Name/SSN/DOB
Borrower Name/SSN/DOB
School/OE Code

Loan Period

Credit Status
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CHAPTER 5 WORKING WITH REPORTS

MODEL Direct provides you with extensive reporting capabilities. You can:

e subscribe to any or all of the following reports:

o}

o

o

O O O

o}

Fee Billing Invoice

Lender Disbursement Invoice

Processing Summary Report

Disbursement Service Totals by School within Lender Report
Notice of Guarantee and Disclosure

Missing Promissory Note Report (Lender Version)

Promissory Note Verify Error Report

e manage your subscriptions (i.e., elect which reports you want to
receive).

¢ view and/or download the following custom reports on demand:

o

o

0O O O O

(o]

Guarantee Monthly Summary

Guarantee Loan Detail (Without Borrower Detail)
Guarantee Loan Detail (With Borrower Detail)
Disbursement Monthly Summary

Disbursement Loan Detail (Without Borrower Detail)
Disbursement Loan Detail (With Borrower Detail)
CommonLine M-Record Suppression Report

School Certification Request

Loans by Signature Date/Method

Working with Reports
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Working with Subscription
Reports

Your school has a profile in the MODEL Direct database. Part of the profile
includes the output (reports and feeds) your school elected to receive. A
subset of these reports is available through MODEL Direct (see list on pre-
vious page), and you can subscribe to these reports (i.e., elect to view/
download them on the web).

Subscribing to a Report

L To suBscRIBE TO A MODEL DIRECT REPORT:

1. Log into MODEL Direct, if you have not already done so (see
page 2).

2. From the MODEL Direct Home Page, select the Reports link:

Loan InguiryUpdate PLUS/Credit Approval Reports  Tools

Lo |
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3. Click on the Subscription link (see figure above).

The following screen appears:

Add Loan Loan InguiryUpdate PLUS/Credit Approval Reports  Tools

Flease select an OE Code from the firet drop-down fox,

¢ Subscripions Also, please selecta Branch Code from the second drop-down box of check '8l Branches.'
« Subscription Reports
» Custom Reports

L 605317 - FLEET NATIONAL BANK

802176-FLEET BANK

802303-

805191 - NORTHEAST NATIONAL BANK

805200 - BANK OF NEW ENGLAND -WEST

805209 - PATRIOT BANK.N.A =l

All Branches: [~

SERIREEY - FLEET NATIONAL BANK.
01 - Fleet Bank

A - BANK OF NEW ENGLAND BOSTON
AF - FLEET BANK - AFSA

(AZ-FLEET MATIONAL BANK

BB - BANK OF NEW ENGLAND  SOUTH j
Mext
I |
OE Codes of Click the All Branches Branch Codes
institutions you checkbox if you want all (if applicable)
are associated branches to receive the of the parent
with. same set of options. OE Code.

4. If needed, Select the OE Code and Branch Code(s) you want to
work with:

a.

In the OE Codes box (see figure above), do you see more
than one institution?

No: You are only associated with one institution. Proceed
to step b.

Yes: Click on the desired institution to select it. Proceed
to step b.

Does your institution have branch codes?
No: go to step d.
Yes: go to step c.

Do you want view or modify options for a specific Branch
Code, or for all branch codes?

To modify options for a specific branch code: In the
Branch Codes box, select the desired branch code.

To modify options for all branch codes: click the All
Branches checkbox (see previous figure).

Click the Next button.
You'll see one of the following:

Working with Reports
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If your institution has no

branches (or you selected a H
single branch code), you'll
see the screen at right:
Add Loan Loan InquiryUpdate PLUS/Credit Approval Reports  Tools
FLEET NATIONAL BANK (805317)
* Subseriptions STUDENT LOANS- NY UT 35301D 315 COURT ST.
S Pt T YAFE
* The list below shows all reports available through ASA Direct for your institution. Click on the check
box next to the report name in order to receive this report via ASA Direct. Please be advised that ASA
will no langer provide a paper copy of any repart that is delivered via ASA Direct. If you would like ASA
to continue to printthis report, please do not subscribe to this report via ASA Direct
e Topreview a sample of these reparts, click an any of the report icons. [
Cl k th h k b t | t/ & To save your change, click on the UPDATE buttan
ick on the check box to selec
. Report Subscriptions
deselect a specific report. T
[, Fee_Billing_Invaice
[ Lender_Disbursement_irvaice
Click on the Document Icon to view a IﬁD‘SbmmE"LSTNMUMTMRW“ e
. Back Check All o} | Updat
Report Layout Sample (in Word Format). I = ==
e For an actual report sample (i.e., with o
data), consult the MODEL Direct Reports
Guide. Important: Not all reports are available to all schools - therefore, you
may not see all of these reports.

o If you want one of these reports - but do not currently see it in your
subscriptions window - contact your Client Service Representative to
have your school profile modified.

If you selected 7
the All Branches
option, you'll Ll
see the screen -
at right: Add Loan Loan InquiryiUpdate PLUSICredit Approval Reports  Tools
* Subscriptions ;EIELIEDTE:‘I:.Egm;.B ::‘57(2253111?315c0um ST
= Substription Reports UTICA, NY 13502
= Custom Reports
o Thelist below shows all reports available through ASA Direct for vour institution. Click onthe check box next to the report name in order 1o receive
Each column represent this repon via ASA Direct. Pleage be advised that ASA will no longer provide a paper capy of any repartthat is deliverad via ASA Direct, IMyou would
like ASAt: i 1 it th i, pl o t subscribe to thi 1 via ASA Direct.
the options available to « T reviewa sarmle crinese reparts Sk on any ofthe renor cons. (B
the given Branch Code « To save your change, click on the UPDATE button
Report Subscriptions J\ —
branch code(s): 01 A% AF AS BB CC CP DD EE EL FP F5 GG P KT LR MT NG Nh PA PL US WA
. [ Ece _Rilling Invnice 200 i e i i s = =y ) i rCrrcocrcrocrcrcrn
ClICK on the CheCk bOx [& Lender_Dishursement_nvoice VFFVFFF IEIV I l_ rcrcvrMLC LT
to select/deselect a [ Disbursernent Senice_Surmmary Report [
specific report_ r Back | Checkal Cancel Updalel
=l

Click on the Document
Icon to view a Report Layout Sample (in
Word Format).

For an actual report sample (i.e., with data),
consult the MODEL Direct Reports Guide

Important: Not all reports may be available to all branches. If the report is
not currently available to a branch, you will not see a checkbox in the column

for the branch.

¢ If you want a report you cannot access via this window, contact your Client
Service Representative to have your school profile modified.
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5. Do the following to change report settings:

To change a specific report setting: click on the report
checkbox to select/deselect the item.

To select all reports: click the Select All button.
6. Click the Update button.

You'll see the following window:

C—

AddLoan  Loan InquinyUpdate PLUS/Credit Approval  Reports  Tools
» Subseriptions our report subscriptions have been successfully updated. Reports get generated based an
= Subscription Reports your subscriptions each night. Please come back tomorrow and click "view reports” to see
s Custom Reporis the results of your new subscriptions!

YYou may view your updated subscriptio ase note that not all reports are available

for every institution

7. Do you want to review your changes?
No: You're done updating your subscriptions.

Yes: Click on the link in the second paragraph of the confirma-
tion window (see previous figure).

Viewing and 0 To VIEwW OR DOWNLOAD A SUBSCRIPTION REPORT:
Downloading

Subscription Reports

Before you 1. Log into MODEL Direct, if you have not already done so (see
begin... page 2).

MODEL Direct groups your
reports into three categories:
« reports that are 1 - 5 days 2. From the MODEL Direct Home Page, select the Reports link:
old,

reports that are 6 - 20 days
old, and:

e Reports over 20 days old.
If a report is over 20 days old, A Password
you cannot view it through
MODEL Direct. You must Logout 8

contact the guarantor to obtain
a printed copy of the report.

Add Loan Loan InguinyUpdate PLUS/Credit Approval Tools
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The screen refreshes, and the Report options appear at the left:

# Subscriptions
# Subscription Reports
# Custom Reports

Loan InguiryUpdate PLUS/Credit Approval Reports  Tools

Lo |

3. Click on the Subscription Reports link (see figure above).

The following screen appears:

o Subscriptions
o Subscription Reports

* Custom Reports

Add Loan Loan InguiryUpdate PLUS/Credit Approval Reports  Tools

Flease select an OE Code from the firet drop-down fox,
Also, please select a Branch Code ffom the second drop-down box of check Al Branches.

OE Code: i - FLEET NATIONAL BANK
802176-FLEET BANK

806187 -MORTHEAST NATIOMAL BANK
805200 - BANK OF NEW ENGLAND WEST
805209 - PATRIOT BANKN.A, =l

8 - FLEET NATIONAL BANK
01 - Fleet Bank

A - BANK OF NEW ENGLAND BOSTON
AF - FLEET BANK - AFSA

(AZ-FLEET MATIONAL BANK

BB - BANK OF NEW ENGLAND  SOUTH j
Mext
I |
OE Codes of Click the All Branches Branch Codes
institutions you checkbox if you want all (if applicable)
are associated branches to receive the of the parent
with. same set of options OE Code

4. If necessary, select the OE code/Branch code(s) you want to
work with (or select the All Branches button - see previous fig-

ure).
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5. Click the Next button.

For each report,
the grid lists:

¢ the Report Run
Date

e Report Name

¢ Branch Code (if
applicable)

Click on the
Report Name link
to launch an
Acrobat PDF copy
of the report (see
page 88).

You'll see the following window, listing all reports thatare 1 - 5

days old:

AddLoan  Loan Inquirylpdate PLUSICredit Approval
FLEET NATIONAL BANK (805317)

= Subscriptions STUDENT LOANS. NY UT 35301D 315 COURT ST.

« Subscription Repatts UTICA, NY 13502

e Custom Reparts ’

Date Report Name Branch

222004 [Lender © Invaice
21212004 [Di Serice Summary Report
21112004 D Serice Summary Report
142012004 [Lender © Invaice
142812004 [Lender © Invaice

Reports

Tools

The table above lists reports created within the last five business days. All reports are available via ASA
Direct for 20 business days after they are created by ASA. Click on the ‘Access Older Reports' button to
wiew reports created within the last 6 10 20 business days

Toview these reports you will need Adobe Acrobat Reader installed on your computer. Ifyou do not have i,

you can download it for free from hitpoliwee adobe.

html

ITyou would like to obtain a copy of a report that s older than 20 days, please contact American Student
L

Back

Actess Older Reparts

Click the Access Older Reports button to view
reports between 6 and 20 days old.

Do you see the desired report in the grid?

Yes: Go to step 7

No: Click on the Access Older Reports button.

You'll see the following window, listing all reports between 6 -

20 days old:

AddLoan  Loan InquiryUpdate PLUS(Credit Approval  Reports  Touls
FLEET NATIONAL BANK (805317)
O Bl STUDENT LOANS- NY UT 35301D 315 COURT ST.
« Subsrription Reports UTICA, NY 13502
« Cuslom Reports
Date Report Name [Branch
17222004 Lender D Invoice
172112004 Lender D Invoice
172012004 Lender D Invoice
11562004 Lender D Invoice
11212004 Lender D Invoice
17872004 [Lender D Invoice
17772004 [Lender D Invoice
17672004 [Lender D Invoice
The table above list reports created betwsen 6 and 20 business days ago
Click an the "Back" button to view reports created within the last 5 days
Back
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If you see the report: go to step 7.

If you do not see the report: The report is more than 20
days old. You cannot view the report through MODEL Direct;
you must contact the guarantor to obtain a printed copy.

7. Click the Report Name link (see page 87).

Your report opens in Adobe Acrobat Reader:

Fle tdt Vew Fowortes Tods Heb [
H wback - D[N AN Doewh [aiFovortes $ B o B - ks >
You can save or print |- e e T ow
. B @ & ORE[W <€ s omw -6 DEMmE[% Q]
the report. [ E-5|B-7-2- B |EDEG

¢ To save the report,
you must have:

{TMENT OF HIGHER EDUCATION (MDHE)

- the full version
of Adobe
Acrobat, or:

- Acrobat Reader
5 or greater.

Consult your Acrobat
documentation or
Online Help for more

information.
Before you Working with Custom Reports
begin... _ o _
Custom Reports should not be Custom reports differ from subscription reports in that:
fused with real ti '
queries, e « they are not dependant on your school profile (see page 84),

¢ Unlike an Ad Hoc query
(which uses real time data),
a MODEL Direct custom
report uses a copy of the
previous day’s production

they can be run at any time, and:

you can enter report parameters (such as date ranges).

database - i.e., transactions

from the current business D
day will not appear in your
report.

To RUN A CUSTOM REPORT:

1. Log into MODEL Direct, if you have not already done so (see
page 2).

2. From the MODEL Direct Home Page, select the Reports link:
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Add Loan

Loan InguingUpdate

PLUS/Creddit Approval

4 Password

Missouri Direet for Educational Loans

- Logout

* Subscriptions
= Subscription Reports
= Custom Reports

Add Loan

Loan InquiryUpeate PLUS(Credit Appraval  Reports

Tools

=
3. Click on the Custom Reports link (see figure above).
The following screen appears:
rect for Educational Loans
MOHELA Add Loan Loan InquiryUpdate PLUSICredit Approval Reports  Tools
e Subscrintions The reports you are about to request will anly contain records for the loan period beginning
+ Subscriplinn Repnrts on or after 7/1/2002 through the process day of 81612004,
. ) o Customn Reports
Click on a report title
to generate the Please choose one of the following report formats:
report I
Guarantee Monthly Summary §Provides a breakdown of guarantee volume by month.
. Iml
FOr a I|St Of Uarantee Loan Detall (WRhout  Prowides information on each guaranteed loan within the date
available custom Borrower Detail)  range. Without Borrower Detail
reports, see page Guarantee Loan Detail (With  Provides information on each guaranteed loan within the date
81 Baorrower Detail)  range. With Borrower Detail
’ Dishursement Monthly Summary  Provides a breakdown of dishursement and pending
° TO VieW Custom dishursement valume by month.

Cisbursement Loan Detail  Provides information on each loan disbursed or pending
report Samples, (Without Borrower Detail)  dishursement within the date range. Without barrower Detail
see the MODEL ! ' '

. Dishurserent Loan Detail (With  Provides infarmation on each loan dishursed or pending
Direct Web Reports Borrower Detail)  dishursement within the date range. With borrower Detail
GU/dE'. CommonLine M-Record  List of M Records not included in an Unsolicited Response file.

Suppression Report
Loans Pending School  Provides a list of loans awaiting school cerification within the date
Certification  range specified.
Loans by Signature Date/Method  Provides a list of loans by signature date and signature method,
4. Click on the title of the report you want to generate.
You will be prompted to enter report parameters.
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o You will see one of the following windows (depending on the
report you are generating):

002128

Select Branch Code(s): |ALL j
select a Loan Type: [All Loan Types 7]
From Disbursement Date: [z j[23 [2003
ToDisbursement Date: [ j[31  7[2004
Selectbedia Output [Excelixds) ]

Select Output Order: [{s]s
SUBMIT CANCEL

Please note, Pending Data is included if the Disbursemert i on hold or if the Disbursement Date i in the future

You have the chaice to select ALL or ane spesific branch uhen applicable. To select ALL Entries, alick on the shoice ‘ALL'. To selzat ane
bransh, el on the specific branch code.

To download your report results, click on the SUBMIT bufton. A anytime you wish ta cancel your request, click on the CANCEL button. If
you elick o the CANCEL button, you uill be promptad back to the Nawigation henu

Note: some reports do not require you to select the
output order (see following table).




5. Enter the following as necessary:

Field Description/Notes

Select OE/Branch Code By default, all related OE/Branch codes are selected.
« Optionally, you can select a specific branch code from
the dropdown list.

Select a Loan Type By default, all loan types are selected
« Optionally, you can select one of the following loan
types from the dropdown list:
- SF (Stafford Subsidized)
- SU (Stafford Unsubsidized
- PL (PLUS Loan)

Select a Participation One of the following:

Type o ATOM II Only

¢ Non ATOM II only

e ATOM II and non ATOM II

From/to Date Enter a date range for the given report.
« Field labels may differ based on report type (i.e.,
“Enter Disbursement Date”, “Enter SCR Date”, etc.)

Select Media Output The following output formats are available:
¢ Comma Delimited (.CSV)

o Plain Text (.TXT)

¢ Microsoft Excel (.XLS)

Select Output Order From the dropdown menu, select Borrower, Lender,
or School order.
¢ This option is not available for the following reports:
- Approved Loans with Disbursement Information
(Summary)
- Pending Disbursements with Hold/Release Status
(Summary)
- MPN Receipt by SSN
- CommonLine M-Record Suppression Report

6. Click the Submit button.

You'll see the following:
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During processing,
you'll see the
window at right...

Important: do not close your
browser window, click browser
buttons, or engage in any
other internet activity while
this window is on screen.

When the report is
processed, you'll see
this window...

AddLoan  Loan InguiryUpdate PLUS/Credit Appraval  Reports  Tools

 Subsuiptions “Your custom report has been generated. Press your browser's back hutton 1o retum to this page.
Subscription Reports

Click this button to + Gl ronors
download your report.

Click this link to select a
dlfferent Custom report Choose A Different Report,
(see step 3).

“You need to have Microsoft Excel installed to view this repart. ifyou do not have Microsoft Excel, you can
download a free viewer.

Download Your Report

7. Click the Download button.
You'll see the following:

File Download E =
Same files can ham your camputer. I the file information below
laoks suspicious. or you do not full tiust the source. da ot open or

save this file,

File name: myrepoitsis
Fil type:  Miciosoft Excel Worksheet

From: uaweb

Would you lke to open the fle or save it your computer?

Gpen | [ Save | Cancel More Infa

I¥ lvvays ask before opening this type of fle

8. Do one of the following:

o Click the Open button to view the report in your browser (or
helper application - i.e., Excel).

o Click the Save button (to view the file at a later time).
9. Do you want to generate another report?
No: the procedure is complete.
Yes: do the following:
o Click the Choose Another Report link (see figure in step 6).

o Repeat steps 3 through 9.




CHAPTER 6 WORKING WITH THE TOOLS MENU

From the Tools menu, you can:
¢ validate an SSN,

e view contact information (for any institution in the database),
and:

e update addresses/contact information (for your institution and/
or branches).

Validating a Social Security
Number (SSN)

(0 To VALIDATE AN SSN:

1. Log into MODEL Direct, if you have not already done so (see
page 2).

2. From the MODEL Direct Home Page, select the Tools link:

Add Loan Loan InquiryUpdate PLUS/Credit Approval Reports I Tools I

The screen refreshes, and the Tools options appear at the left:

Add Loan Loan InguiryUpdate PLUS/Credit Approval Reports

o Check 85M
» Yiew Institution Address
* Update Institution Address
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3. Click on the Check SSN link (see figure above).

The following screen appears:

Te—

e CheckSSN Please enter a social security number with or without hyphens
» View Institution Address

» Update Institution Address
Social Security Number:

Check Reset

AddLoan  Loan InquinyUpdate PLUS(Credit Approval  Reports  Tools

4. Do the following:
o Enter a 9 digit SSN, and:
o Click the Check button.

The screen refreshes, and one of the following messages

appears:

AddLoan  Loan InguiryUpdate PLUS/Credit Approval  Reports  Tools
+ Check 85N Please enter a sacial security number with or withaut hyphens
+ Viewlnstitution Address
+ Undate Institufion Address
Social Security Number:

Check | Reset

Social Security Number 008- 282456 is a valid number.

Valid SSN
Invalid SSN

AddLoan  Loan InquiyUndate PLUS(Credit Approval ~ Reports  Tools
s Check SN Please enier a SOCIal S CUNTY NUMBEN Wi OF WINOUT NYpNens.
 View Institution Address
» Undate Insitution Address y
Social Security Number:

Check | Reset

L Social Security Number 876-23-8875 is not a valid number.

5. Repeat steps 4 and 5 for each SSN you want to validate.
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Viewing Institution Contact

Information

You can view contact information for any institution in the MODEL Direct

database.

0 To ViEw AN INSTITUTION'S CONTACT INFORMATION:

1. Log into MODEL Direct, if you have not already done so (see

page 2).

2. From the MODEL Direct Home Page, select the Tools link:

Add Loan Loan InquiryUpdate

-

o Check SSH
o Wiew Institution Address
Undate Institution Address

AddLoan  Loan InquiryUpdate PLUS(Credit Approval

Reports  Tools

3. Click on the View Institution Address link (see figure above).

The following screen appears:

Loan InquiryUpdate PLUS Credit Approval Reports  Tools

& CheckSSN Flease enter a six character OF code. To specify a particular branch, enter a two character branch code. To

= View Institution Address specify all branches mark the "All Branches" check box

« Update Institution Address

OE Code: Branch Code: AllBranches: [
Search Reset
=
Check to view all contact information across all branches (see next step).
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4. Enter the following as applicable:
o The institution’s OE Code, or:
o The Institution’s Branch Code

Note: Check the All Branches checkbox to view all con-
tacts across all branch codes (see previous figure).

5. Click the Search button.

You'll see a window similar to the following:

Add Loan Loan InquiryUpdate PLUS/Credit Approval Reports  Tools
805317 FLEET NATIONAL BANK
» CheckS8H
* View Insfitution Address
» Update Institution Address Contact
Title STUDENT LOAN DEPARTMENT
STUDENT LOANS- NY UT 353010
Address 316 COURT S8T.
UTICA, NY 13502
Phone 1-800-835-4611
Fax
Contact Emai
!nformatlon 80531701 Fleet Bank
is grouped by
Contact Christine Craig
OE COde/ Title Student Loan Ops Manager
Branch Code Education Loan Division
Address 268 Genesee Street NY-UT-35301D
(Where Utica, NY 13502
. Phone (315) 798-2625
applicable) =
Email christine_craig@feet com
805317 AA BANK OF NEW ENGLAND BOSTON
Contact PATRICIA HAMSBURY
Title
PER HOWYARD MCGINM
Address MO SUFFIX CODES WILL BE
LUSED FOR THIS LENDER CODE, MA 02106
Phone (617 241-1471
Fax
Email
Institution Search
L . =
6. Review the desired contact information (Name, Title, Address,
Phone/Fax/EMail).

7. Do you want to view another organization’s contact information?
No: the procedure is complete.
Yes: do the following:
o Click the Institution Search button, and:

o Repeat steps 3 through 6.




Updating Your Institution’s
Contact Information

You can update contact information for your institution and/or its branch-
es.

U To MobiFY YOUR CONTACT INFORMATION:

1. Log into MODEL Direct, if you have not already done so (see
page 2).

2. From the MODEL Direct Home Page, select the Tools link:

The screen refreshes, and the Tool options appear at the
left:

Add Loan Loan InguiryUpdate PLUS/Credit Approval Reports

o Check 85M
» Yiew Institution Address
* Update Institution Addre

3. Click on the Update Institution Address link (see figure
above).
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The following screen appears:

Loan InquiryUpeate PLUS(Credit Appraval  Reports  Tools

Please select an OF eode from the dropdoswn list. Speeity a branch code if there is one or more by entering
« CheckSSN twa characters
« View Institution Address

 Undate Institution Address

RS 505317 - FLEET NATIONAL BANK.
802176 - FLEET BANK

805191 - NORTHEAST NATIONAL BANK
806200 - BANK OF NEWY ENGLAND “WEST
805209 - PATRIOT BANK N A, =l

Branch Code:

AA - BANK OF NEW ENGLAND BOSTON

AF - FLEET BANK - AFSA

AS - FLEET NATIONAL BAME

BE - BANK OF NEW ENGLAND S0UTH =l

4. If needed, Select the OE Code and Branch Code(s) you want to
work with:

a. In the OE Codes box (see figure above), do you see more
than one institution?
No: You are only associated with one institution. Proceed
to step b.

Yes: Click on the desired institution to select it. Proceed
to step b.

b. Does your institution have branch codes?
No: Go to step c.

Yes: In the Branch Codes box, click on the desired
Branch Code (by default the parent institution is
selected).

c. Click the Next button.
You'll see the following screen:




FLEET NATIONAL BANK Add Loan Loan InquiryUpdate

e CheckSSN
= View Institution Address
» LUpdate nstitution Address

First Name: |John

Last Name: [Fourier]

PLUS(Credit Approval  Reports  Tools
805317AS FLEET NATIONAL BANK

Title: IETUDENT LOAN DEPT.

Address 1: IRETAIL LOAN SERVICES NYJUGIRLES

Address 2: [268 GENESEE STREET
city: [UTIcA

Postal Code: [13502 |

Phone: [B008354611 |

P

Update | Reset

state: [Ny —Newvore 5]
e
phonekxt:[
emai|

Institution Search |

=l
5. Edit any of the following fields as necessary:
¢ First Name e State
e Last Name ¢ Postal Code
o Title e Country
e Address Line 1 e Phone
e Address Line 2 e Phone Ext
o C(City e Fax
e EMail
6. Click the Update button.
You'll see the following:
/(%774
A L oty Duwsenets opats Conmontie Toos
7. Do you want to update another contact?
No: the procedure is complete.
Yes: do the following:
o Click on the Institution Search button (see figure above),
and:
o Repeat steps 3 through 7.
Working with The Tools Menu 99
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APPENDIX A

LOAN PHASE CODE
DESCRIPTIONS

In most applications, a field is either Read Only (you can view it, but not
modify it) or editable (you can update the data at any time).

MODEL Direct contains a third category of data - fields that can only be

modified
rules). In

under certain conditions (due to regulation and/or business
many cases, the ability to modify a given data field depends on

what phase, or processing state, the loan is in.

The following chart lists all loan Phase codes, along with a description.
Please note the following abbreviations:

DS - Disbursement Services (commonly referred to as an ATOM
Loan)

NDS - Non Disbursement Services Loan (i.e., guarantee only)

PA - Lender of record has a preapproval agreement with the
Operating Organization (i.e., loan is immediately guaranteed)

NPA - non-preapproval Lender (loan must be reviewed before
guarantee).

Loan Phase Description

0 Prior to Approval

5 Active Preclaim

6 Active Claim

7 Claim Paid

8 Resolved Defaults

2 NPA DS DS, Non-PA: Post Approval - Prior to Disbursement Invoicing

2 PADS DS, PA: Post Approval - Prior to Disbursement Invoicing

3 NPA DS DS, Non-PA: Loan on a Paid Disbursement invoice, but not on a Roster

3 NPA NDS Non-DS, Non-PA: Current date is not more than 7 days after approval date OR
loan's earliest disbursement date is at least 8 days in future

3 PADS DS, PA: Loan on a Paid Disbursement invoice, but not on a Roster

3 PA NDS Non-DS, PA: Current date is not more than 7 days after approval date OR loan's
earliest disbursement date is at least 8 days in future

4 NPA DS DS, Non-PA: Loan has appeared on a Roster

4 NPA NDS Non-DS, Non-PA: Current date is more than 7 days after approval AND earliest
disb date is past or less than 8 days in future

4 PA DS DS, PA: Loan has appeared on a Roster

4 PA NDS Non-DS, PA: Current date is more than 7 days after approval AND earliest disb
date is past or less than 8 days in future
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NSLDS LOAN STATUS CODES

APPENDIX B
The table below lists:
For more
information... o all NSLDS Status Codes,

go to the following URL:
http://www.fp.ed.gov,

PORTALSWebA

fp/codes.js

the effective date for the status,

whether the code represents an open or closed status, and:

whether the code represents defaulted or non-defaulted status

Status Effective Open/ Default/
Date Closed Non-Default

AL Abandoned Loan >=1/1/01 Open Non-Default

BC Bankruptcy Claim, Discharged Anytime Closed Default

BK Bankruptcy Claim, Active Anytime Open Default

CA Cancelled Anytime Closed Non- Default

CS Closed School Discharge >=1/1/01 Closed Default

DA Deferred Anytime Open Non- Default

DB Defaulted, Then Bankrupt, Active, Anytime Open Default
Chapter 13

DC Defaulted, Compromise Anytime Closed Default

DD Defaulted, Then Died Anytime Closed Default

DE Death Anytime Closed Default

DF Defaulted, Unresolved >=1/1/01 Open Default

DI Disability Anytime Closed Default

DK Defaulted, Then Bankrupt, Anytime Closed Default
Discharged, Chapter 13

DL Defaulted, In Litigation Anytime Open Default

DN Defaulted, Then Paid in Full by >=1/1/01 Closed Default
Consolidation

DO Defaulted, Then Bankrupt, Active, Anytime Open Default
Other

DP Defaulted, Paid in Full Anytime Closed Default

DR Defaulted, Loan Included in Roll-up >=1/1/01 Closed Default

DS Defaulted, Then Disabled Anytime Closed Default

DT Defaulted, Collection Terminated Anytime Open Default

DU Defaulted, Unresolved 31: 12/31/ Open Default

DW Defaulted, Write-Off Anytime Closed Default
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Status

Effective

Date

Open/
Closed

IS EN )
Non-Default

DX Defaulted, Six Consecutive Payments <=12/31/ Open Default
01
Dz Defaulted, Six Consecutive Payments, >=1/1/01 Open Default
Then Missed Payments
FB Forbearance Anytime Open Non- Default
FC False Certification Discharge >=1/1/01 Closed Default
IA Loan Originated >=1/1/01 Open Non- Default
D In School or Grace Period <=12/31/ Open Non- Default
01
1G In Grace Period >=1/1/01 Open Non- Default
M In Military Grace >=1/1/01 Open Non- Default
oD Defaulted, Then Bankrupt, Anytime Closed Default
Discharged, Other
PC Paid in Full Through Consolidation <=12/31/ Closed Non- Default
Loan 01
PF Paid in Full Anytime Closed Non- Default
PM Presumed Paid in Full >=1/1/01 Closed Non- Default
PN Non-defaulted, Paid in Full Through >=1/1/01 Closed Non- Default
Consolidation Loan
RF Refinanced Anytime Closed Non- Default
RP In Repayment Anytime Open Non- Default
UA Temporarily Uninsured, No Default >=1/1/01 Open Non- Default
Claim Requested
uB Temporarily Uninsured, Default Claim >=1/1/01 Open Non- Default
Denied
uc Permanently Uninsured/Unreinsured, >=1/1/01 Closed Non- Default
No Default Claim Requested
ub Permanently Uninsured/Unreinsured, >=1/1/01 Closed Non- Default
Default Claim Denied
Ul Uninsured/Unreinsured <=12/31/ Closed Non- Default
01
XD Defaulted, Six Monthly Payments >=1/1/01 Open Default
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Index

A
A Copy Missing (Hold Reason) - see Hold Reason Codes
(valid values)
Access
No Access (to a given item) 4
Read Only Access 4
Read/Write Access 4
Access Older Reports button 87
Add Loan
PLUS 14,17, 19
Add PLUS Application screen 15
Add PLUS Loan screen 9
Borrower currently delinquent button 18
Branch Codes 15
License information 17
school selection 15
state selection 15
Stafford 7, 11,17, 18
Borrower section 10
Branch Code (selecting) 8
Citizenship information 17
Continue button 8
Grade Level
valid values 11
MPN Processing Options
valid values 12
School (selecting) 8
School section 11
Search (for borrower) 8
State (selecting) 8
Valid Borrower Signature button 18
Add PLUS Application screen 15
Add PLUS Loan screen 9
Address Source
valid values 53
Admin Hold (Hold Reason) - see Hold Reason Codes (valid
values)
Adobe Acrobat 88
version 2
viewing an MPN 21
Viewing an MPN with, 33
Alien 75
Alien Registration Number 18, 75
All Branches button (also see Branch Codes) 86
All Disbursements Fully Canceled (Disbursement Status
value) - see Disbursement Status (valid values)
All Disbursements Fully Canceled (Disbursement Status) -
see Disbursement Status, Valid Values
Amount Outstanding 55
Application 37,40, 42, 43, 45, 46

Application List window 29
Application Loan List 56
Create Date
valid values 38
EFT Authorization
valid values 38
Loan Group
valid values 38
Loan ID
valid values 38
Loan Status
valid values 38
Loan Type
valid values 38
Reason(s) Not Approved for Disbursement section 39
Source Type (valid values) 37
Terminated Application Indicator 37
Type
valid values 37
Application Detail
Reallocation Date 37
Application Detail Window
Borrower Information Section 40
Endorser section 46
Lender section 45
School Section 43
Student Section 42
Summary Section 37
Application Detail, viewing
Application
viewing application detail 34
Application ID 56
Application List screen
Demographic link 51
Application List window 29
Application Receive Date 30
Application Search - see Search
Application Type
valid values 37
Approval Amount (Application) 38
Approved (loan status) - see Loan Status (valid values)
Approved For Disbursement (loan status) - see Loan Status
(valid values)
ASAP (Source Type) - see Source Type (valid values)
Assumptions 1
ATOM II Flag 51

B

Borrower Authorization Signature Date 19
Borrower currently delinquent button 18
Borrower Indicator 30
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Borrower section 17
Borrower Sign Date (See also MPN) 18
Branch Code 8, 19
subscription 84
use with Loan Templates 22
Branch Codes 15, 86
All Branches button 86
Browser - see Microsoft Internet Explorer, Netscape
Navigator
Business Rule Violation, Error Message Dialog Box 12

Cc
Certified Amount 30
Certified Loan Amount 19
Certified Loan Amounts
valid values 11
Citizenship Status 75
Common FASTAP (Application Type value) 37
Common Full App (Application Type value) 37
CommonLine 37
ID 37
CommonLine ID 37
CommonLine 4 (Source Type) - see Source Type (valid
values)
CommonLine 5 (Source Type) - see Source Type (valid
values) 37
Configuration 2
Consolidated App (Application Type value) 37
Continue button 8
Conversion from Mainframe - see Source Type (valid
values)
Create Date
valid values 38
Create Date (Application) 38
Credit Approval
with PLUS loan initiation 78
Credit Approval Date 18
Credit Approval Date (See also Credit Approval) 78
Credit Approval Date (see also Credit Approval,
entering) 71
Credit Approval, entering 69
where no application exists 70
Credit Bureau field (See also Credit Approval) 78
Credit Bureau field (see also Credit Approval, entering) 71
Credit Bureau selection 18
Credit Check 18, 19
Borrower Authorization Signature Date 19
Credit Bureau field 18
done by Guarantor 18, 19
done by Lender 18
CSV format 2
Current Default Principal Outstanding 56
Custom Reports 88
running 88-92

D
Debt Information (Borrower) 55

Demographic Information
Address Source
valid values 53
Master Student Screen 59
modifying/viewing 40, 51
Permanent Street Address 53
Valid Address Flag 53
Valid Phone 53
Disbursement
ATOM II Flag 51
Disbursement Agent Code 51
Disbursement Flag 50
gross amount 50
Hold 50
Reasons for Non-Approval section 36
Reasons Not Approved section 36
Status
valid values 38
status
valid values 57
Disbursement Agent Code 51
Disbursement Date(s) 11, 19
Processing 19
Hold 20
Release 20
use with Loan Templates 22
valid values 11
Disbursement Flag 50
Disbursement Status
valid values 57
DMGSRC (Demographic Source) Codes - see Address
Source (valid values)
Do Not Print MPN Option (also see MPN Processing
Options) 12
Download MPN and Print Locally (see also MPN
Processing Options) 12

E
EFT Authorization

valid values 38
EFT Authorization (Application) 38
Electronic (Source Type) - see Source Type (valid values)
E-mail Address 41
Employer Information 75
Employer information 17
Enrollment Information

Master Student Screen 59

Notified Date (Guarantor) 59

Enrollment Status 11, 19

use with Loan Templates 22

valid values 11
Enterprise Web Client - see Source Type (valid values)
Error Message Dialog Box, Business Rule Violation 12

F
FASTAP 37
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Fully Disbursed (Disbursement Status value) - see
Disbursement Status (valid values)

Fully Disbursed (Disbursement Status) - see Disbursement

Status, Valid Values

G
Grade Level 11,19
loan balances by, 56
use with Loan Templates 22
valid values 57
Graduate Loans (owed on) 56
Graduation Date 11, 19
valid values 11
Gross Amount (of Disbursement) 50

H
Hold
Hold Reason Codes
valid values 50
Hold Reason Codes
valid values 50

|

Inactivity - see System Timeout

Incomplete (loan status) - see Loan Status (valid values)
Indebtedness (Borrower) 55

Indebtedness to Date (Borrower) 55

L
Lender Information 75
License 74
LOA NUmber - see Loan ID
Loan

ID Search 28
Loan Balances

by grade level 56

total (all loans) 56

total (Graduate loans) 56

total (Undergraduate loans) 55
Loan Group

valid values 38
Loan ID 39, 40, 56

valid values 38
Loan ID (Application) 38
Loan Period 11, 19

use with Loan Templates 22
Loan Period From/to Date 75
Loan Status

valid values 30, 38, 57
Loan Status (Application) 38
Loan Type 39, 40, 57

valid values 30, 38
Loan Type (Application) 38
Logging In 2
Logging Out 5

M
Master Borrower Screen 53
Summary section 55
Amount Outstanding 55
By Grade Level 56
Current Default Principal Outstanding 56
Graduate Loans 56
Indebtedness to Date 55
Total Amount Outstanding 56
Total Guaranteed Amount 56
Total Loans (owed on) 56
Total Principal Reduction 56
Undergraduate Loans 55
Master Student Screen 58
Demographic Information 59
Enrollment Information 59
Notified Date (Guarantor) 59
MDHE to Print and Mail MPN option (see also MPN
Processing Options) 12
Menu Options 4
Messages
Business Rule Violation, Error Message Dialog Box 12
Error Message Dialog Box, Business Rule Violation 12
School does not participate in lender/borrower initiated
loans 15
Transaction Succeeded message 12, 20
Microsoft Excel
free Excel reader 2
version 2
MPN
ID 37
MPN Application (Application Type Value) 37
printing 32
saving 34
Serial Code
valid values 37
verifying receipt of 31
viewing 32
MPN Application (Application Type value) 37
MPN Hold Reason - see Hold Reason Codes (valid values)
MPN Incomplete/Not Approved
Reason(s) 40
MPN Processing Options 12, 20
PLUS Loan 77
use with Loan Templates 22
MPN Serial Code
valid values 37
Multiple Records (returned by a search) 29

N
Netscape Navigator 1
incompatibility with Navigator 6 2
version information 2
New (value) - see MPN Serial Code
No Access (to a given item) 4
Non-Common FASTAP (Application Type value) 37
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Non-Common Full App 37
Notified Date (Guarantor) 59

0]
OE Code 19
subscription reports 86
OE Code (of the Guarantor’s agent) - see Disbursement
Agent Code
Other (Hold Reason) - see Hold Reason Codes (valid
values)

P
Paper (Source Type) - see Source Type (valid values) 37
Partially Disbursed (Disbursement Status value) - see
Disbursement Status (valid values)
Partially Disbursed (Disbursement Status) - see
Disbursement Status, Valid Values
Password 2
changing 5
Confirm New Password field 5
inactivity 5
parameters 5
required change interval 5
Pending Disbursement (Disbursement Status value) - see
Disbursement Status (valid values)
Pending Disbursement (Disbursement Status) - see
Disbursement Status, Valid Values
Pending PLUS Loans, viewing 78
Permanent Street Address 53
PLUS Certified Loan Amount 19
PLUS Loan, adding 9, 14, 15
Add PLUS Application screen 15
Borrower currently delinquent button 18
Borrower section 17
License information 17
School Information section 19
school selection 15
state selection 15
Student section 19
PLUS Loan, initiating 72
and school participation 73
Borrower Screen
74
Alien Registration Number 75
Citizenship Status 75
Employer Information 75
Lender Information 75
License 74
Loan Period From/to Date 75
Requested Loan Amount 75
School Information 75
MPN Processing Options 77
Review Screen 76
Student Screen 75
editing information 77
PLUS Loans

pending 78

R
Read Only Access 4
Read/Write Access 4
Reallocation Date 37
Reallocation Hold Reason - see Hold Reason Codes (valid
values)
Reason(s) for Non-Approval section 39
Reason(s) Not Approved for Disbursement section 39
Reasons for Non-Approval section 36
Reasons Not Approved section 36
Receive Date (Application) 30
Reference information 17
Rejected (loan status) - see Loan Status (valid values)
Report
settings 85
Report Run Date 87
Reports 87
Access Older Reports button 87
Choose Another Report link 92
Custom 88
running 88-92
layout samples 84
list of available 81
Overview 81
subscribing to 82-85
viewing and downloading 85-88
between 1 and 5 days old 87
between 6 and 20 days old 87-88
more than 20 days old 88
Requested Loan Amount 75
Required Configuration 2
Review Screen (See PLUS Loan, initiating - Review
Screen) 76

S
School 8
School Certification Requests
pending 80
School Hold Reason - see Hold Reason Codes (valid values)
School Information 75
School Information section 19
Search
and multiple records 29
by Loan ID 28
inquiries/updates 27-29
number of records returned 29
Secure Sockets Layer (SSL) 2
Serial (value) - see MPN Serial Code
Settings
report 85
Source Type - see Application (Source Type)
Stafford Loan, adding 7
Alien Registration Number 18
Borrower section 10

MODEL Direct User Guide (Lender Version)



Branch Code (selecting) 8
Certified Loan Amount
valid values 11
Citizenship information 17
Continue button 8
Credit Approval Date 18
Credit Bureau selection 18
Disbursement Date(s)
valid values 11
Employer information 17
Enrollment Status
valid values 11
Grade Level

)
Undergraduate Loans (owed on) 55

User Assumptions 1
UserID 2

Vv

Valid Address Flag 59

Valid Address flag 12, 20, 53

Valid Borrower Signature button 18

Valid Phone 53

Valid Phone Flag 59

Verifying a Master Promissory Note (MPN) 31
View Details field 31, 57

valid values 11
Graduation Dates
valid values 11
MPN Processing Options
valid values 12
Reference information 17
School (selecting) 8
School section 11
Search (for borrower) 8
State (selecting) 8
Valid Borrower Signature button 18
Stafford Subsidized/Unsubsidized split
use with Loan Templates 22
State 8
Student Indicator 31
Student Screen (See PLUS Loan, initiating - Student
Screen) 75, 77
Student section 19
Subscription
branch code 84
Subscription (reports) 82-85
viewing and downloading 85-88
between 1 and 5 days old 87
between 6 and 20 days old 87—88
more than 20 days old 88
Subscription Reports 82
OE Code 86
System Timeout 6

T
Template 22
example 22-24
restrictions 26
Terminated Application Indicator 37
Third Party Software - see Adobe Acrobat, Microsoft Excel
Timeout Period - see System Timeout
Tools Menu 93
Total Amount Outstanding 56
Total Guaranteed Amount 56
Total Loans (owed on) 56
Total Principal Reduction 56
Transaction Succeeded message 12, 20
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